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FNS HANDBOOK 501

CHAPTER I
GENERAL PROVISIONS

SECTION 1 - BACKGROUND
1100 PURPOSE
The FNS Handbook 501 provides States and Indian Tribal Organizations guidance on the administration
of the Food Distribution Program on Indian Reservations. The chapters within the handbook cover all
aspects of the program including financial management, certification of households, and food ordering
and inventory control.

1110 DEFINITIONS

The definitions used in this handbook are defined

A. "Application Form™ means (1) the application for participation in the Food Distribution
Program designed by State agencies and acceptable to FNS which is completed by a responsible
household member or authorized representative; or (2) for households which are processed under joint
public assistance (PA) or general assistance (GA) and Food Distribution. It may also mean the
application form used to apply for public assistance or general assistance, including attachment for
other needed information, which is completed by a responsible household member or authorized
representative.

B. "Assistance Household™ means any household in which all members are recipients of public
assistance, supplemental security income, except in "cash-out" States, or certain general assistance
programs which FNS has determined to have criteria of need the same as, or similar to, those applied
under any of the Federally aided public assistance programs.

C. "Authorized Representative' means an individual designated by a responsible member of the
household to act on behalf of the household in making application for commodities and/or obtaining
commodities.

D. "Boarder' means an individual to whom a household furnishes meals or meals and lodging for
compensation.

E. ""Categorical Eligibility” means that an assistance household shall, if otherwise eligible, be
determined eligible to participate in the Food Distribution Program without regards to the income and
resources of the household members.

F. "Consignee™ means a person such as a warehouseman, to whom USDA donated foods are
shipped for storage and/or handling until they are utilized in the Food Distribution Program.

G. "Department™ means the United States Department of Agriculture (USDA).
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H. "Disqualified Member' means an individual disqualified from participation in the Food
Distribution Program for fraud.

I "Entity Code" means a numbered code assigned by the Kansas City Commodity Office which
incorporates all the necessary shipping information for each destination.

J. "Exercises Governmental Jurisdiction™ means the active exercise of the legislative, executive
or judicial powers of government by an Indian tribal organization.

K. "First-In, First-Out™ means the first shipments of each food item should be the first food
distributed to recipients.

L. "Food and Nutrition Service Area™ means the area for which FNS has approved the Food
Distribution Program on Indian Reservations in Oklahoma, excluding urban places.

M. "Food Distribution Program® means a food distribution program for households on Indian
reservations operated pursuant to Sections 4(b) and 1304(a) of P.L. 95-113.

N, "General Assistance (GA) Household™ means a household receiving cash or another kind of
assistance, excluding in-kind assistance, financed by State or local funds as part of a program which
provides assistance to cover living expenses or other basic needs intended to promote the health or well
being of recipients.

0. "Head of Household" means a responsible household member in whose name the application is
made for participation in the program.

P. "Indian Tribal Household™ means any household in which at least one household member is
recognized by any Indian tribe as a tribal member.

Q. "Indian Tribal Organization' means (1) the recognized governing body of any Indian tribe on
a reservation; or (2) the tribally recognized intertribal organization which the recognized governing
bodies of two or more Indian tribes on a reservation authorized to operate the Food Stamp Program or
Food Distribution Program on their behalf.

R. "Indian Tribe"™ means (1) any Indian tribe, band, or other Indian group organized under the
Oklahoma Indian Welfare Act of 1936, and which has a tribal organization approved by the Bureau of
Indian affairs, for example, a Rancheria, Pueblo, or colony, and including any Alaska Native village or
regional or village corporation (established pursuant to the Alaska Native Claims Settlement Act (85
Stat. 688), and that is on a reservation and recognized as eligible for Federal programs and services
provided to Indians because of their status as Indians; or (2) any Indian tribe or band on a reservation
holding a treaty with a State government

S. "Near Area' means an area outside the geographic boundaries of the reservation which has
been approved by FNS for service to the Food Distribution Program on Indian Reservations. Urban
places in near areas cannot be served.
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T. "Nonassistance Households™ means any household in which one or more members do not
participate in a public assistance, supplemental security income or general assistance program that FNS
has determined to have criteria of need the same as, or similar to, those applied under any of the
Federally aided public assistance programs.

u. "Perpetual Inventory® means that inventory records for USDA donated commodities
should be updated immediately after shipments into and out of the warehouse.

V. "Public Assistance (PA) Household™ means a household which receives means under any of
the following programs authorized by the Social Security Act of 1935, as amended: Old-age assistance,
Temporary Assistance to Needy Families (TANF), aid to the blind, aid to the permanently and totally
disabled, and aid to aged, blind, or disabled.

W. "Reservation' means the geographically defined area or areas over which an ITO exercises
governmental jurisdiction so long as such area or areas are legally recognized by the Federal or a State
government as being set aside for the use of Indians.

X. "Roomer™ means an individual to whom a household furnishes lodging for compensation.
Y. "Secretary™ means the Secretary of the United States Department of Agriculture.
Z. "Spouse' refers to either of two individuals: (1) who would be defined as married to each other

under applicable State law; or (2) who are living together and are holding themselves out to the
community as husband and wife by representing themselves as such to relatives, friends, neighbors, or
tradespeople.

AA. "State” means any one of the fifty States, the District of Columbia, and the reservation of an
Indian tribe whose ITO meets the requirements of the Food Stamp Act of 1977 for participation as a
State agency.

BB. "State Agency' means (1) the agency of State government, including the local offices thereof,
which enters into an agreement with FNS for the distribution of commodities on all or part of an Indian
reservation(s); and (2) the ITO of any Indian tribe, determined by the Department to be capable of
effectively administering a Food Distribution Program, which enters into an agreement with FNS for the
distribution of commodities on all or part of an Indian reservation.

CC. "Student™ means an individual who is attending at least half-time a preschool, kindergarten,
grade school, high school, vocational school, technical school, training program, college or university.

DD. "Urban Place'™ means a town or a city with a population of 10,000 or more.
EE. "Vendor™ means a food processor that sells food to USDA for use in the Food Distribution
Program.
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SECTION 2 - ADMINISTRATION

1200 REQUIREMENTS FOR STATE AGENCY ADMINISTRATION OF PROGRAMS 1210

PLAN OF OPERATION

The State Agency which assumes responsibility for administering the Food Distribution Program shall
submit a plan of operation (see Exhibit A, attached) for approval by U.S. Department of Agriculture's
Food and Nutrition Service (FNS). No Administrative Funds or USDA Commodities will be available
until FNS approval is obtained. Part 253.5 of the Regulations for Administration of the Food
Distribution Program to Households on Indian Reservations gives detailed requirements for the Plan of
Operation.

1211  Amendments to Plan of Operation

All amendments to the Plan of Operation must be approved by FNS prior to the initiation of any
significant changes in operation which are contrary to or not embraced by the Plan. Either the State
Agency or FNS may initiate an amendment to the Plan of Operation.

1212 Submission of Plan of Operation to the ITO and Governor

When the State Agency is other than an ITO the State Agency shall submit its Plan of Operation and
any subsequent amendments to both the ITO and State Governor, or the Governor's delegated authority
for comment at least 45 days prior to submission of the Plan or amendment to FNS. Comments by the
Governor, or the Governor's delegated authority and the 1TO shall be attached to the Plan or amendment
which is submitted to FNS.

1213 Agreements

Each participating State Agency shall execute Form FNS-74, Federal State Agreement (see Exhibit B,
attached), as specified in applicable Regulations.

1220 STAFFING

The State Agency shall employ sufficient staff to order and provide for warehousing of USDA
commodities; certify households; distribute USDA Commodities to eligible households; account for
administrative funds; review local agency operations and provide assistance when needed, prepare and
submit required reports and records; process fair hearing requests; and perform outreach activities and
other program functions as specified in this Handbook and in the Plan of Operation. The State Agency
shall be responsible for meeting quality and timeliness standards described in this Handbook.

1221 Salaries

When any part of administrative funds is used for salaries of persons employed by the State agency,
salary rates shall be those established under the State agency's merit personnel system;
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however, where there are no positions classified and no salary rates established for persons employed
by the State agency, the rates shall be those of positions requiring comparable skills and responsibility
in the private sector. Salary paid persons employed at the local level shall be commensurate with or
equivalent to, but not in excess of, salaries paid for comparable positions or work in local government
in the same geographic area; however, no person employed shall be paid less than the Federal minimum
wage scale. (See FNS Instruction 716-4, Administrative Budget Negotiation Guidance for the Food
Distribution Program on Indian Reservations, for FNS policies on cost of living increases, merit awards,
promotions, and bonuses.)

1222 Administrative Personnel

State agency personnel used in certification shall be employed in accordance with the standards for a
Merit System of Personnel Administration. When appropriate, the ITO personnel system may be used if
its procedures are similar. State agency employees meeting the above requirements shall perform the
certification interviews of households applying for the Food Distribution Program.

1223 Use of Other Staff

Volunteers and other non-State agency employees shall not conduct certification interviews or certify
food distribution applicants. State agencies are encouraged to use volunteers in related activities such as
outreach, interpreting, prescreening, assisting applicants in completing the application, and securing
needed verification.

1224 Activities Prohibited by Staff

A State agency which accepts FNS administrative funds shall insure that any officer or employee who
performs duties in connection with this program, shall not:

A. Use authority or influence for the purpose of interfering with an election or a nomination for office,
or affecting the result thereof;

B. Directly or indirectly coerce, attempt to coerce, command, or advise any other such officer or
employee to pay, lend, or contribute any part of his salary or compensation or anything else of value
to any party committee, organization, agency, or person for political purposes; or

C. The distribution of USDA commodities shall not be used to further the political interests of an
individual or party. This applies to tribal elections as well as local/State/national elections. (See
paragraph 1360, below).

1-5



FNS HANDBOOK 501
1230 TRAINING

The State Agency shall have a continuing training program for food distribution certification and
distribution workers, hearing officials, field supervisors who review local Food Distribution Programs,
outreach staff, individuals involved in prescreening activities, volunteers, and warehouse workers.

1231 Content of Training

State Agency training programs shall cover, as appropriate, eligibility criteria, certification procedures,
household rights and responsibilities (including non-discrimination rights), other job-related
responsibilities concerning the certification of households (for example, interviewing skills) and
commodity receipt, storage, distribution and accountability practices. The content of training programs
shall be reviewed by the appropriate FNS Regional Office and changes made where necessary. Changes
in policy or procedures arising from court actions or revisions to legislation and regulations shall be
promptly reflected in State Agency training programs.

1232 Public Attendance

The State Agency shall allow public attendance at formal certification training sessions that are
conducted on a Statewide, citywide or reservation-wide basis.

1240 ANNUAL REVIEW REQUIREMENTS

The State Agency shall monitor and review local agency operations at least annually to ensure
compliance with all the requirements for administration of the Food Distribution Program. Program
deficiencies shall be documented and specific plans for corrective action shall be initiated to correct the
deficiencies noted.

1241 Reviews

Reviews of local agencies shall include, but not be limited to certification of households, determination
of food preferences, distribution of USDA Commodities, compliance with Title VI of the Civil Rights
Act of 1964 and other applicable civil rights legislation, fair hearing procedures, warehousing and
inventories, and timeliness and accuracy of reports to FNS. Program reviews and corrective action plans
shall be available to FNS upon request.

1242 Supervisory Assistance
The State Agency shall provide assistance to local agencies, as needed, to prevent and/or correct

program deficiencies. This assistance may include providing written instructions and on-the-job training
as well as formal training sessions.
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1250 NONDISCRIMINATION

State Agencies shall not discriminate and shall not allow discrimination against any applicant or
participant in any aspect of program administration, including, but not limited to, the certification of
households, the distribution of USDA Commodities, the conduct of fair hearings, or the conduct of any
other program service for reasons of age, race, color, sex, disability, religious creed, national origin or
political beliefs. Enforcement action may be brought under any applicable Federal law. Title VI
compliance shall be processed in accord with 7 CFR Part 15, USDA's regulations on nondiscrimination
and FNS Instruction 113-3, Rev.2, Civil Rights Compliance and Enforcement - Food Distribution
Program.

1260 ENS NONDISCRIMINATION COMPLAINT PROCEDURES

People who believe that they have been subject to discrimination may file a complaint with the
Director, Office of Civil Rights, Room 326-W, Whitten Building, 14th and Independence Avenue, SW,
Washington, D.C. 20250-9410.

1261 Complaint Requirements

Complaints should contain the following information to facilitate investigations:

A. Name, address and telephone number or other means of contacting the person alleging
discrimination.

B. Location and name of organization or office which is accused of discriminatory practices. C. The
nature of the incident or action that led the complainant to allege discrimination.

D. The reason for the alleged discrimination (age, race, color, sex, disability, religious creed, national
origin or political belief).

E. The names, titles (if appropriate) and addresses of persons who may have knowledge of the alleged
discriminatory acts.

F. The date or dates on which the alleged discriminatory action(s) occurred.

1262 Verbal Complaints

If a complainant makes allegations verbally and is unable or is reluctant to put the allegations in
writing, the person to whom the allegations are made shall document the complaint in writing. Every

effort shall be made by the individual accepting the complaint to have the complainant provide the
information listed in subparagraph 1261, above.
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1263 Submission of Complaints

Complaints will be accepted by the Director, Office of Civil Rights, at the address contained in
paragraph 1260, above, even if the information listed in subparagraph 1261, above, is not complete.
However, an inquiry can only be conducted if the information in subparagraphs 1261 B, C, and D,
above, is provided.

1264 Time Limit for Filing a Complaint

A complaint must be filed no later than 180 days from the date of the alleged discrimination. However,
the time for filing may be extended by the Director, Office of Civil Rights, at the address contained in
paragraph 1260, above.

1265 Public Notification

State Agencies shall:

A. Publicize the procedures for handling civil rights complaints;

B. Ensure that all offices involved in administering the program and that also serve the public display
the non-discrimination poster provided by FNS; and

C. Ensure that participants and other low income households have access to information regarding
nondiscrimination status and policies, complaint procedures, and the rights of participants, within
ten days of the date of a request.

1270 SANCTIONS

If the State Agency does not comply with the Plan of Operation and the Regulations, FNS has the
option to withhold administrative funds and/or to disqualify the State Agency from making further
distribution of USDA Commodities to households. In addition, FNS may take other actions, including
prosecution under applicable Federal Statutes, when necessary.
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SECTION 3 - GENERAL REQUIREMENTS
1300 OUTREACH

The State Agency shall inform potentially eligible households of the availability of the Food
Distribution program and shall provide printed program information in appropriate language(s) to
potential recipients and to other interested persons. The outreach material shall explain eligibility
requirements, contain information about a household's right to file an application on the same day it
contacts the certification office, contain the required nondiscrimination statement and civil rights
complaint procedure, and outline the household's rights to a fair hearing.

1301 Referral

The State Agency shall obtain information about the general eligibility requirements of other available
assistance programs and provide potentially eligible persons the addresses and telephone numbers of
local program offices. Such programs include the Supplemental Food Program for Women, Infants, and
Children (WIC) or the Commodity Supplemental Food Program, if available; the Supplemental Security
Income Program (SSI); and appropriate public and general assistance programs.

1310 AVAILABILITY OF INFORMATION

Regulations, Plan of Operations, Federal procedures, such as handbooks, and State Agency certification
and distribution manuals and supplemental instructions issued for use in certifying or distributing to
households shall be maintained in the State office and all local offices of the State Agency for
examination by members of the public on regular workdays during regular office hours.

State Agencies shall also provide clearly written information, such as brochures or pamphlets, that
describe basic financial and nonfinancial eligibility criteria, the application process and participant
rights and responsibilities. This written information shall be distributed at food stamp and food
distribution certification offices and distribution points, public assistance and general assistance offices
and shall be made available to local social security offices, and local offices that administer
unemployment compensation programs. State Agencies shall contact those offices to enlist their
cooperation in distributing the written information.

1320 BILINGUAL STAFF AND MATERIALS FOR RESERVATIONS

Where either an estimated 100 or more low-income households or the majority of low-income
households speak the same non-English language (a single-language minority), the State Agency shall
provide bilingual outreach and certification materials, and staff or interpreters as specified in the
Regulations. Sufficient bilingual staff shall be provided to assure timely processing of non-English
speaking applicants. Single-language minority refers to households which speak the same non-English
language and which do not contain adult(s) fluent in English as a second language. If the non-English
language is spoken but not written, the State Agency shall provide bilingual staff, if required, but not
bilingual material.

1-9



FNS HANDBOOK 501
1321 Certification Materials

Certification materials shall include the food distribution application form, notices to households, and
forms developed by the State Agency for reporting changes in household circumstances.

1322 Notices

If notices are required in only one language other than English, they may be printed in English on one
side and in the other language on the reverse side. If the certification office is required to use several
languages, the notice may be printed in English and may contain statements in other languages
summarizing the purpose of the notice and the telephone number to call for more information. For
example, a notice of eligibility could, in the appropriate language(s), state "Your application for food
distribution has been approved in the amount stated above. If you need more information telephone 111-
555-1111."

1330 DISCLOSURE OF HOUSEHOLD INFORMATION

The State Agency shall restrict the use of disclosure of information obtained from applicant households
to persons directly connected with the administration or enforcement of the Food Distribution Program
except that such information may be provided to agencies administering means-tested assistance
program, such as title IV-A (TANF), XIX (Medicaid), or XV1 (SSI) or general assistance, which accept
applications for the Food Stamp Program.

1340 HOUSEHOLD ACCESS TO CASEFILE

If there is a written request by a responsible member of the household, its currently authorized
representative, or a person acting on its behalf to review materials contained in the household's casefile,
the material and information contained in the case file shall be made available for inspection during
normal business hours. However, the State Agency may withhold confidential information, such as the
names of individuals who have disclosed information about the household without the household's
knowledge, or the nature or status of pending criminal prosecutions.

1350 INDIAN TRIBAL ORGANIZATION (ITO) INVOLVEMENT

When the State Agency is other than the ITO, the ITO may receive copies of certification and/or
termination notices to the extent requested or agreed upon by the household. State Agencies and ITOs
may establish a formal procedure to ensure ITO receipt of notices.

1360 INFLUENCE OF POLITICAL INTERESTS

The distribution of USDA Commodities shall not be used to further the political interests of any
individual or party. This applies to tribal elections as well as local/State/national elections. The State
Agency shall not display or allow local agencies to display political materials of any kind and shall not
allow individuals or political parties to campaign on the Food Distribution grounds, in the Certification
office or the Distribution Warehouse. (See subparagraph 1224 C, above).
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1370 PAYMENTS FOR USDA COMMODITIES

Households shall not be required to make any payments in money, materials, services, or in kind for
USDA Commodities and shall not be solicited for voluntary contribution for any purpose.

1380 DUAL PARTICIPATION

Dual participation by any household member in the Food Stamp and Food Distribution Programs is
prohibited. Simultaneous participation in multiple Food Distribution Programs is also prohibited. The
State Agency shall inform each applicant household of this prohibition and shall devise a method to
prevent dual participation. This method shall, at a minimum, use lists of currently certified households
provided by and provided to the appropriate Food Stamp State or local agency on a monthly basis. The
State Agency may also use computer checks, address checks, and telephone calls to prevent dual
participation.
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SECTION 4 - NUTRITION EDUCATION

1400 NUTRITION EDUCATION

The State Agency shall publicize the benefits of USDA Commodities and how they can be used to
contribute to a nutritious diet. In addition, the State Agency shall provide participating households with
information on proper storage and care of USDA Commodities.

1410 NUTRITION EDUCATION MATERIALS

The State Agency shall make use of various Nutrition Education materials available from FNS, other
Federal and State Agencies, Indian Health Service Nutritionists, Diabetes or Health Educators, and
County Extension home economists in providing nutritional guidance to participating households. Some
of the materials which may be used include visual displays, bilingual or illustrated recipes, and menus.

1420 VOLUNTEERS AND COOPERATING ORGANIZATIONS

The State Agency shall encourage cooperation from appropriate organizations and volunteers to
promote better use and storage of USDA Commodities. County extension home economists, Expanded
Food and Nutrition Education Program aides (if available on or near the reservation) and qualified
volunteers may be used to hand out information, conduct taste tests and cooking demonstrations, and to
make household visits to teach food preparation and storage methods with the facilities and tools on
hand.

1430 NUTRITION EDUCATION GRANTS

FDPIR funds specifically earmarked by FNS for nutrition education shall be used to implement
procedures or accomplish nutrition education objectives as identified by FNS and as appropriate on
their reservations.
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SECTION 5 - RECORDS AND REPORTING

1500 RECORDS AND REPORTS

The State agency shall keep such records and submit such reports as required by FNS. In addition, the
State agency shall assure that local agencies are keeping records and submitting reports as required.

1510 RETENTION AND MAINTENANCE OF RECORDS

All program records shall be retained for a period of three years from the date of the submission of the
final Financial Status Report, SF-269 or until all issues are resolved. These records include applications
for certification and recertification, worksheets used in computing income for eligibility, documentation
of verifications of eligibility criteria, notices to the distribution unit authorizing or changing
participation, notices of adverse action, other notices sent to households and responses thereto, actions
related to the fair hearing process, discrimination complaints, investigations and responses, fiscal
records, including program expenditures, property records and financial reports, and food receipt
distribution, inventory and loss records and reports. If any litigation, claim, or audit is in process, all
records shall be retained until all litigation, claim, or audit findings involving the records have been
resolved.

All records shall be maintained in an orderly manner and must be available for audit purposes. Records
of different Federal fiscal years shall be maintained separately to facilitate easy access. Records must
be safe-guarded from theft, fire, or other damage. When records are stored away from the principal
office, a written index of the location of records should be on hand and ready access to them should be
assured. Microfilm copies, computer backup disks, or tapes may be substituted for original records in
the event data is required for audit purposes.

1520 REPORTS - STATE AGENCY TO FINS

The State Agency shall submit the following reports to FNS within the specified deadlines:

A. SF-269, Financial Status Report. ITOs or State agencies receiving funds through a letter of credit or
treasury check shall submit to the FNS Regional Office quarterly reports (see Exhibit C, attached) to
document the use of such funds. This report shall be used by all State agencies receiving funds. The
SF-269 shall be signed by an authorized State agency official and submitted to the appropriate
Regional Office 30 days after the end of each quarter. The reporting dates are January 30, April 30,
and July 30 for the first three quarters. The fourth quarter reporting date is October 30. The final
report for the fiscal year is due December 30. ITOs or State agencies receiving nutrition education
funds shall submit an SF-269A (see Exhibit C-1, attached) no later than 90 days following the close
of the fiscal year (December 30).

B. ENS-101, Participation in Food Programs by Race. The State agency shall submit the originals and
fourth copies of Form FNS-101 (see Exhibit E) to the appropriate FNS Regional Office annually.
Form FNS-101 shows the number of participants, by race, in the Food Distribution programs in the
month of July. The FNS-101 report must be

1-13



FNS HANDBOOK 501

received in the appropriate Regional Office by September 15. A computer-generated FNS-101 may
he substituted in lieu of pre-printed forms.

C. USDA Commodity Accountability Reports

1. ENS-155, Inventory Management Register. Distributing agencies shall complete and submit to
the FNS Regional Office the Inventory Management Register (see Exhibit F, attached) reporting
excessive commodity inventories only. The report is to be submitted no later than 30 calendar
days after the end of the reporting month. Computer generated reports may be substituted in lieu
of the pre-printed forms.

2. ENS-152, Monthly Distribution of Donated Foods to Family Units. All State agencies shall
submit a Form FNS-152 (see Exhibit G, attached), for each of their local distribution sites.
Agencies of State government, who distribute USDA donated foods directly to households, must
submit an FNS-152 for their central warehouse. In addition ITO's must submit an FNS-152 for
the ITO's central warehouse, whether the ITO distributes directly to households or not. The
FNS-152 report shows USDA donated foods received and distributed, redonated or lost during
the 30-day reporting period Form FNS-152 must be received in the appropriate Regional Office
by the 15th day of the month following the month in which the donated foods were distributed.

3. Commodity Acceptability Reports (FNS-663). State agencies will be asked to provide
commodity acceptability information to FNS on an annual basis.

1530 REPORTS - LOCAL AGENCY TO STATE AGENCY

The State agency shall require the following reports from local agencies:

A. ENS-152, Distribution of Donated Foods to Family Units. The State agency shall require local
distribution sites to submit monthly inventory reports which must include USDA donated food
receipts, distributions, transfers, and losses. The State agency shall use the Form FNS-152 (see
Exhibit G, attached) for this purpose and shall provide it to the local agencies. The State agency
shall require that the inventory reports be received in the State agency's office no later that the 10th
day of the month following the month in which the USDA donated foods were distributed; i.e.,
August 10th for the USDA donated foods which were distributed in July.

B. ENS-101, Participation in Food Programs by Race. The State agency shall require all local agencies
to submit the original, second, and fourth copies of Form FNS-101 (see Exhibit E, attached.) to the
State agency's office annually. Form FNS-101 shows the number of households participating by
race, in the Food Distribution Program on Indian Reservations for the month of July. Computer
generated reports may be substituted in lieu of the preprinted forms. The FNS-101 report must be
received by the State agency by August 20. State agencies must submit the original and fourth
copies to the appropriate Regional Office by September 15. If the State submits a computer
generated FNS-101 report, only one copy needs to be submitted to the regional office.
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SECTION 6 - FNS REVIEWS OF PROGRAM OPERATIONS

1600 LOCAL AGENCIES

FNS shall periodically review program operations at the local level to evaluate the effectiveness of the
State Agency's administration and to assure that the program is in compliance with the Regulations, the
Food Distribution Program Handbook, pertinent FNS instructions, and the Plan of Operation. These
reviews shall include areas of program operation such as certification and warehousing, and inventory
management. FNS shall evaluate the State Agency's plan for corrective action if program deficiencies
are disclosed during the review.

1610 STATE AGENCIES

FNS shall review program operations at State Agency level at least annually to evaluate the
effectiveness of the State Agency's training and assistance to local agencies, outreach activities,
staffing, financial accountability and controls, certification and distribution procedures, program
monitoring activities, complaints and fair hearing procedures, USDA commodity ordering procedures,
warehousing facilities and practices, and all other aspects of the program which are governed by
regulatory requirements or which impact on client services. The results of FNS's State Agency level
review shall be documented in a formal Management Evaluation Report which shall contain
recommendations for corrective action on program discrepancies. FNS shall consult with the State
Agency to devise a corrective action plan on all major deficiencies and shall require that appropriate
steps be taken to resolve such deficiencies within a specified time frame. FNS shall conduct follow-up
reviews as needed to assure that corrective action has been implemented and is effective.
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SECTION 7 - AUDITS

1700 STATE AGENCY

Audits are intended to ascertain the effectiveness of the financial management control and reporting
systems as well as the internal procedures that have been established to meet the terms and conditions
for Food Distribution Program funding.

Audit requirements for State, local, and Indian Tribal governments and non-profit organizations that
receive from USDA direct (recipient) or indirect (subrecipient) financial assistance or cost-type
contracts used to buy service or goods for the use of the Federal Government are contained in Office of
Management and Budget (OMB) Circular A-133, "Audits of States, Local Governments and Indian
Tribal Organizations." State and local governments that expend $300,000 or more in Federal awards
within their respective fiscal years shall have an audit made in accordance with Circular A-133.
Specific guidance for the conduct of these audits is provided under 7 CFR Part 3052.

1710 AUDIT AUTHORITY

The USDA Office of the Inspector General (OIG) and the US General Accounting Office shall have the
authority to conduct audits of Food Distribution Programs at both the State and local levels and to
review audit reports and related working papers of audits performed by or for State Agencies. A
primary audit objective shall be the continuing inspection and evaluation of the adequacy of the State
Agency's financial management systems and controls. In addition, the audits may include client
services, certification and distribution, fair hearings and all other aspects of the Program governed by
the Regulations.
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CHAPTER I
FINANCIAL MANAGEMENT

SECTION 1 - GENERAL PROVISIONS

2100 ADMINISTRATIVE FUNDING

Within available funds FNS shall pay to each State Agency up to 75 percent of all allowable
administrative costs actually incurred by the State Agency for operation of the Food Distribution
Program on Reservations.

2101 Compelling Justification

Any request for FNS approval of Administrative Funding above 75 percent shall be based on the State
Agency's submission of compelling justification that additional funds are necessary for the effective
operation of the program on the reservation. Examples of compelling justification are initial start-up
costs or maintenance of effort for currently operating program. These funds shall not be used to pay any
portion of expenses for operating the Food Distribution Program if reimbursement or payment is
claimed or received from any other Federal source. Administrative funds are provided to State Agencies
to ensure the availability of a Food Distribution Program for needy persons residing on Reservations.

2102 Allowable Costs

Allowable cost principles for use of administrative funds are outlined in Part 277 of the Food Stamp
Program Regulations and are generally adaptable to the Food Distribution Program.

2103 Matching Requirement

State agencies must, unless exempt on the basis of compelling justification (see subparagraph 2101,
above), meet the matching administrative cost requirements of the Food Distribution Programs.

The value of services provided by volunteers is allowable to meet the matching administrative cost
requirements. Administrative Cost Standards and principles for use in determining applicable Food
Distribution Program costs are shown in Exhibit H, attached. Funds received from other Federal sources
cannot be used to meet the matching requirements except those funds provided under:

A. Tribal Warehouses Financed by the Department of Housing and Urban Development - P.L. 93-383.
Funds authorized to a tribal organization under grants pursuant to this public law may be used as
payment of the non-Federal share required in connection with Federal grant-in-aid program
undertaken as part of the "tribal™ Community Development Program, and

B. Indian Self-Determination and Education Assistance Act of 1975 - P.L. 93-638. Funds made
available to a tribal organization under grants pursuant to Section 104 of this public law may be
used as matching shares for any other Federal grant programs which contribute
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to the purposes for which grants under this section are made. Therefore, as long as ITOs can
demonstrate that the tribe purchased the building being donated with funds available under this law,
the value of that building can be used as matching contributions.
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SECTION 2 - FUNDING AND BUDGET PROCEDURES
2200 EUNDING

2210 APPLICATION FOR FUNDS

State Agencies requesting administrative funds shall submit a completed Form SF-424, Application for
Federal Assistance (see Exhibit I, attached), to the appropriate FNS Regional Office at least three
months prior to October 1 of each Federal fiscal year. Section 111 of the completed form must identify
cost categories, any matching funds, and the time period for which funds are needed. The application
must be approved by FNS before funds are made available to the State Agency. Applications for
available administrative funds shall be ranked for funding by FNS in the following priority: (1)
applications from State Agencies which desire to continue their present operation of a Food Distribution
Program; (2) applications from State Agencies, in the order received, which FNS determines are
immediately capable of effectively and efficiently administering the program; and (3) applications from
other State Agencies, in the order received.

2220 BUDGET PROCEDURES

The budget information in Part 11l of the Form SF-424 shall be the State Agency's best estimate of the
total amount to be spent for administering the Food Distribution Program during the Federal fiscal year.
The appropriate FNS Regional office may request additional information from the State Agency to
support or explain the total estimated funds shown for each cost category. The breakdown by cost
category of administrative costs must be included in annual or revised budgets submitted to FNS for
approval prior to the payment of Administrative Funds. FNS shall evaluate the budget in relation to the
State Agency's plan of operation and other factors which are relevant to FNS' determination as to
whether the estimated costs are reasonable and justified. The State Agency will receive written
notification from FNS regarding approval or disapproval of any or all of the itemized costs, the amount
of funds to be made available and the period of time the funds are available.

Grantees and subgrantees are permitted to rebudget between direct cost line items in their approved
budgets to meet unanticipated requirements, provided that the cumulative transfers of funds among
direct cost categories are less than ten percent of the current total approved budget. Changes in excess
of ten percent must be approved by FNS.
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SECTION 3 - METHODS OF PAYMENT
2300 GENERAL

FNS shall provide funds by means of a letter of credit (LOC). Payments are made through the
Automated Standards Application for Payments (ASAP) system operated by the U.S. Treasury
Department's Financial Management Service (FMS). ASAP is an on line system that enables a State
Agency to request funds and to obtain such information as its LOC authorization level and the status of
requests for funds. FNS establishes a State Agency's authority to draw funds through ASAP by making
appropriate entries in the State Agency's ASAP account via our Agency Financial Management System
(AFMS). A State Agency shall request payments at such times and in such amounts as are needed to pay
claims and bills on hand.

2310 ESTABLISHING THE LETTER OF CREDIT

When a State Agency commences program operations for the first time, FNS shall notify the FMS. The
FMS shall then contact the State Agency to request the necessary documentation; assign the State
Agency a recipient organization identification number; arrange for installation of the necessary
software, etc. Once these tasks have been completed, the applicable FNS regional office shall establish
the State Agency's ASAP accounts and assign them an account identification number.

2320 REQUESTING PAYMENT BY LETTER OF CREDIT

A State Agency requests payment by accessing the ASAP payment request function and entering the
necessary data. The State Agency may elect either of two payment methods: FEDWIRE, which provides
same day payment, and Automated Clearing House (ACH), which provides payment the next business
day. The ASAP payment request function allows the State Agency to direct the payment to its
depository financial institution (DFI).

2321 Types of Payment Requests

The State Agency may request a separate payment under each FNS program it administers (an
individual payment), or it may request a summary payment covering multiple programs or other account
categories. Individual payments may be requested by either FEDWIRE or ACH; summary requests may
be requested only by ACH. All funds covered by a summary request must settle to the same DFI and
bank account on the same settlement date.

2322 Management Control Over Payment Requests

When a State Agency posts a payment request, the ASAP system validates the keyed information. This
entails checking it for format, conformance to balance requirements, etc. If the system detects errors,
the State Agency will receive an error message and must edit the field(s) in error. If the system detects
no errors, it will accept the posting. The State Agency's request cannot be processed until it has been
successfully posted.
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2323 Payment to Local Agencies

If the State Agency makes advance payments to local agencies, they must be made as close as possible
to the point of disbursement to the local agency. The local agency must have incurred the costs,
received the bill, approved it for payment, and anticipate immediate disbursement upon receipt of funds
from the State Agency. (See 7 CFR 3015.105.)
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SECTION 4 - FINANCIAL MANAGEMENT SYSTEM

2400 RESPONSIBILITY FOR MAINTENANCE OF RECORDS

The State Agency shall keep such accounts and records as may be necessary to enable FNS to determine
whether there has been compliance with Part 277 of the Food Stamp Regulations, agreements with FNS
and procedural instructions. This requirement embraces all accounts and records pertaining to
administrative funds, whether maintained by a State Agency or local agency such as: books of original
entry; source documents supporting accounting transactions; the general ledger and subsidiary ledgers;
personnel and payroll records; and canceled checks and related documents and records. The importance
of adequate time and attendance accounting for full-time, part-time, and intermittent employees is
emphasized. (See 7 CFR 3015 Subpart D, 3015.61(b) and (g), and 7 CFR 277.6(b).)

2410 PROPERTY RECORDS

State Agencies are responsible for maintaining inventory control records of nonexpendable property
purchased partially or entirely with funds provided by FNS. Nonexpendable property shall be
considered as a article of equipment which:

Is complete in itself;

Does not lose its identity or become a component part of another article when put into use;
Costs $500 or more; and

Is of durable nature with an expected service life of over one year.

oow»

Property records maintained by the State Agency shall show for each item or piece of equipment
purchased: (1) the name and address of whomever has custody of the item; (2) the date of acquisition;
(3) the cost; (4) whether the item was purchased new or used; (5) the share of FNS money used; and (6)
a description (including serial number if any) sufficient for identification purposes. Each item should
remain on the property records until sold, completely depreciated and rendered unserviceable or
otherwise disposed of. Records for nonexpendable property acquired in whole or part with FNS funds
shall be retained for 3 years after its final disposition. Microfilm copies, computer backup disks, and
tapes may be substituted for original records. (See 7 CFR 3015.169.)

When property acquired in whole or part with FNS funds is no longer needed for use in the Food
Distribution Program such property should be handled in accordance with Part 277 of the Food Stamp
Program Regulations.

2420 ACCOUNTING FOR FUNDS

Each State Agency which accepts administrative funds shall establish and maintain an effective system
of fiscal control and accounting procedures. It is essential that expenditures of FNS funds be restricted
to allowable cost and that invoice, receipts, or similar documentation be
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readily available to support such expenditures. This requirement extends below the State level, too, if
administrative funds are made available to local agencies. The State Agency shall keep records of all
funds channeled into the Food Distribution Program whether from Federal, State, local or other sources,
so that the total cost of each program can be ascertained. Such accounting procedures shall facilitate
rapid preparation of reports required by FNS and accurately reflect the receipt, expenditures, and
current balance of funds provided by FNS.

Accounting procedures shall provide for segregation of costs identifiable to the Food Distribution
Program from all other costs. If any other programs, such as Food Distribution to Institutions,
Supplemental Food Programs, etc., are operated simultaneously with the Food Distribution Program on
Indian Reservations and are using the same facilities, equipment, or personnel, any additional costs
attributable to such other programs must be identified separately and supported by appropriate cost
allocation records.

The State Agency is free to follow its established financial procedures so long as they provide the
means through which full disclosure of financial transactions is achieved and can be verified.

2430 RETURN, REJECTION, AND REALLOCATION OF FUNDS

If a State Agency terminates its participation in the Food Distribution Program for any reason, the
administrative funds which are needed by the State Agency may be retained for the remainder of the
fiscal year to cover phase out expenses incurred during this period. The State Agency shall maintain
proper justification to show that such funds are used in meeting its objectives.

FNS may require the State Agency to return unobligated funds and may reduce the amount it has
awarded in administrative funds before the end of the fiscal year to the State Agency when the:

A. Food Distribution Program is not administered by the State Agency in accordance with the plan of
operation approved by FNS and applicable regulations;

B. Amounts of funds provided by FNS is in excess of actual need, based on expenditure reports and
current projections of program needs; or

C. Funding is reduced or not available.

At the close of each fiscal year, the State Agency shall return any unobligated FNS funds to FNS within
90 days of the end of the fiscal year. Obligations incurred under an award should be liquidated within
90 days after the end of the funding period, unless an extension has been granted by the awarding
agency. In essence, grantees should plan to liquidate their unliquidated obligation within 90 days of the
close of the grant period (September 30).
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CHAPTER 111
APPLICATION PROCESSING PROCEDURES

SECTION 1 - THE APPLICATION PROCESS

3100 THE APPLICATION PROCESS

The application process begins with a request for an application form and ends with notification to the
household of the State or local Agency's action on the household's application.

The process involves such actions as:

A. Making application available;

B. Assisting a household in the completion of its application;

C. Interviewing a member of the household or an authorized representative;
D. Performing necessary collateral contacts and verifications; and

E. Preparing necessary documents to authorize or deny household receipt and use of USDA
Commodities.

This process must be completed promptly. No later than seven calendar days (excluding weekends and
holidays) after an application is filed, an eligible household must be given an opportunity to receive
USDA Commodities. Expedited service shall be available to households in immediate need.

3110 THE APPLICATION FORM

The State Agency shall provide an application form for households which is acceptable to the
appropriate FNS Regional Office. The form must be understandable to applicants and easy to complete.
Each application form shall contain a description of violations in understandable terms and in
prominent and boldface lettering, such as misstatement of income or household size, simultaneous
participation in the Food Distribution Program and the Food Stamp Program, and misuse of USDA
Commodities. (See Exhibit D.)

3120 HOW APPLICATIONS CAN BE FILED

Applications can be filed in person, or by an authorized representative at a food distribution office, or
by mail.
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3130 WHEN APPLICATIONS CAN BE FILED

Each household has the right to file an application on the same day it contacts the food distribution
office having jurisdiction over the reservation on which the household resides, providing that the
contact is made during office hours. The State agency shall document the date the application was
received.

3131 Right to Same-Day Filing

The State or local agency shall advise households of their right to file an application form on the same
day they contact the food distribution office, that they do not have to be interviewed before filing the
application and that they may file an incomplete application form as long as the form contains the
applicant's name, address, and the signature of either a responsible member of the household or the
household's authorized representative. State or local agencies shall encourage households to file an
application form the same day the household or its representative contacts the food distribution office in
person or by telephone and expresses interest in obtaining USDA commodity assistance. The State
Agency shall include information about same day filing in outreach materials and shall ensure that
application forms are readily accessible to potentially eligible households and those groups and
organizations involved in outreach efforts. The State or local agency shall also provide an application
form to anyone who asks for one. These requirements also apply to households applying for public
assistance (PA) under the procedures found in paragraph 3200, below.

3140 MAILING APPLICATIONS TO HOUSEHOLDS

If the household has contacted the food distribution office by telephone but does not wish to come to
the office to file the application that same day and instead prefers receiving an application through the
mail, the State or local agency shall mail an application form to the household on the same day the
written request or telephone call is received.

3150 VOLUNTARY WITHDRAWAL OF APPLICATIONS

The household may voluntarily withdraw its application at any time prior to the State or local agency's
determination of eligibility. Voluntary withdrawal means the household, on its own initiative, has
contacted the food distribution office, either orally or in writing and asked that its application not be
processed any further. The State or local agency shall document in the casefile the reason for
withdrawal, if given, and that contact was made with the household to confirm the withdrawal. The
household shall be advised by the State or local agency of its right to reapply.
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SECTION 2 - SPECIAL APPLICATION PROCESS

3200 APPLICATION PROCESSES FOR PUBLIC ASSISTANCE (PA) AND GENERAL
ASSISTANCE (GA) HOUSEHOLDS

State Agencies which are responsible for and administer both the Food Distribution and public
assistance (PA) or general assistance (GA) programs on Indian reservations may allow a household to
apply for the Food Distribution Program at the same time the household applies for PA or GA benefits.
PA households are categorically eligible for USDA Commodities; however, for GA households to be
categorically eligible for USDA Commodities, they must satisfy Food Distribution eligibility criteria,
unless the GA program meets the need requirements of Federally aided public assistance programs. The
determination of need will be made by the appropriate FNS Regional Office.

If the State Agency elects joint processing, the State shall use joint application forms which contain all
the information necessary to determine eligibility. Alternatively, the State shall attach a form to the
PA/GA application for other information required to determine eligibility for USDA foods. State
Agencies opting for joint processing shall process all PA or GA applications as applications for the
Food Distribution Program as well, unless the household clearly indicates on the application that it does
not want USDA Commodities. To the extent that processing standards for Food Distribution
Commodities can be met, States shall conduct a single interview for PA or GA and Food Distribution. If
it appears that processing standards cannot be met under the single interview procedure, the State
Agency shall do a separate interview for PA or GA and Food Distribution Program eligibility. States
using joint processing may verify those factors of eligibility necessary for PA or GA but must follow
the Food Distribution Program rules for all other program requirements.

3210 JOINT PA/FOOD DISTRIBUTION PROGRAM APPLICATION PROCEDURES

The State Agency's application for PA shall contain all the information necessary to determine a
household's food distribution eligibility. Information relevant only to food distribution eligibility shall
be contained in the PA form itself or shall be attached to it. The PA application shall have a place for
the household to indicate if it does not wish to apply for food distribution. The application shall clearly
indicate that the household is providing information for both programs.

3220 GA HOUSEHOLDS APPLYING FOR FOOD DISTRIBUTION BENEFITS

Households in which all members are applying for State Agency administered GA shall, at a minimum,
be provided with applications for food distribution benefits and be referred to the appropriate food
distribution office for an eligibility determination. Under certain circumstances (discussed below) those
households may be able to apply jointly for their GA and food distribution benefits. Eligibility for GA
households follows procedures described in paragraph 3200, above.
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3221 Joint GA/Food Distribution Application Procedures

When applicable, State Agencies shall use the same joint application procedures specified for PA
household, for GA households when the following criteria are met:

A. The State Agency administers a GA program which uses formalized application procedures and
eligibility criteria that test levels of income and resources; and

B. Administration of the GA program is integrated with the administration of the PA or Food
Distribution Programs, in that the same eligibility workers process applications for GA benefits and
PA or food distribution benefits.

3222 Nonintegrated Administration

State Agencies that have not integrated the administration of their GA program, but otherwise meet the
criteria specified for joint PA/food distribution procedures, may, with the approval of the appropriate
Regional Office, jointly process GA and Food distribution applications. If approved, State Agencies
shall adhere to the joint application processing procedures for PA/food distribution applications.

3223 No Joint GA/Food Distribution Application Procedures

State Agencies; that have not integrated the administration of their GA program, and that do not elect or
are not approved to use the joint application processing procedures, shall, at a minimum, advise all GA
applicant households of their potential eligibility for food distribution benefits and provide these
households with food distribution applications. In addition, State Agencies shall allow households in
which all members are applying for GA benefits to leave a signed food distribution application which
contains, at a minimum, the household's name and address, at the GA office. The GA office shall
forward these applications that same day to the appropriate food distribution office for processing. The
procedural and timeliness requirements that apply to the application process shall begin when the food
distribution office receives the application. Since there may be a delay involved in transferring
applications from GA offices to food distribution offices, households shall be advised that they may
receive faster service if they take the application directly to the food distribution office.

3224 Local GA Programs

In areas where GA programs are administered by local agencies or agencies such as the Department of
Interior's Bureau of Indian Affairs, the State Agency shall endeavor to gain their cooperation in
referring GA applicants to the Food Distribution Program. Where possible, this referral should consist
of informing the GA applicants of their potential eligibility for food distribution benefits, providing
them with food distribution applications and directing them to the local food distribution office.
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SECTION 3 - PROCESSING TIME STANDARDS

3300 TIME STANDARDS FOR PROCESSING OF APPLICATIONS

The State Agency shall provide eligible households with an opportunity to obtain USDA Commodities
as soon as possible but not later than seven calendar days excluding weekends and holidays, after the
application was filed. An application is considered filed the day the State or local agency receives an
application containing the applicant's name and address and is signed by either a responsible member of
the household or the household's authorized representative.

3310 TIME STANDARD FOR SPECIAL APPLICATION PROCESSES

PA and GA applications, except those on which the household has indicated it does not want food
distribution shall be processed as food distribution applications in accordance with all timeliness
standards and procedures specified in paragraph 3300, above. If the household's intention to apply for
food distribution is unclear, the State Agency shall determine at the interview, or in other contact with
the household, whether or not the household wants the PA or GA application processed for food
distribution purposes.

3311 Action When Food Distribution Determination Precedes PA or GA Determination

As a result of differences in PA or GA and food distribution application processing procedures and
timeliness standards, the State Agency may have to determine food distribution eligibility prior to
determining eligibility for PA or GA payments. Action on the food distribution portion of the
application shall not be delayed nor the application denied on the grounds that the PA and GA
determination has not been made.

3320 DELAYS IN PROCESSING

If the State Agency cannot process the application within seven calendar days excluding weekends and
holidays, after the application was filed due to a lack of verification as required in subparagraph 3504,
below, the State Agency shall authorize the distribution of USDA Commodities for one month pending
verification so long as the application is complete and indicates that the household will in all likelihood
be eligible for the Food Distribution Program. No further distribution of USDA Commodities will be
made without obtaining required verification and completing the eligibility determination.

3330 EXPEDITED SERVICE

The State or local agency shall provide an opportunity to obtain USDA Commodities within one
calendar day, excluding weekends and holidays, after the date the application was filed for those
households that report no income in the current month and also for those households which, in the
judgment of the State or local agency, would likely be eligible and would otherwise suffer hardship.
The basis for this determination is to be recorded in the casefile. The State Agency's application
processing procedures shall be designed to identify households
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eligible for expedited service at the time such households request assistance. State agencies should
provide same day service, if possible, to households eligible for expedited service which would likely
suffer hardship if required to return to the office the next day. While warehouses or other distribution
points may not be open during all certification hours to accommodate expedited processing provisions,
certification or other personnel should have access to USDA Commodities for distribution to
households in immediate need.

3331 Verification Requirements

To expedite the certification of households in immediate need, verification required under 3504 may be
postponed. However, the State or local agency must verify the household's identity and address through
a collateral contact or readily available documentary information. If possible, the household's income
statements should be verified at the same time. Verification for households certified on an expedited
basis must be completed prior to any subsequent distribution of USDA Commodities to the household.
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SECTION 4 - HOUSEHOLD CONCEPT

3400 COMPOSITION OF A HOUSEHOLD FOR APPLICATION PURPOSES

Household means any of the following individuals or groups of individuals provided they are not
boarders or residents of an institution and provided that separate household or boarder status shall not
be granted to a spouse of a member of the household, or to children under eighteen years of age under
the parental control of a member of the household.

A. An individual living alone;

B. An individual living with others, but customarily purchasing food and preparing meals for home
consumption separate and apart from the others; or

C. A group of individuals living together for whom food is customarily purchased in common and for
whom meals are prepared together for home consumption. (See paragraph 4220, below).

3410 NONHOUSEHOLD MEMBERS

Persons residing with a household who cannot be considered as household members for application or
eligibility purposes. Such persons are termed nonhousehold members and shall not be considered in
determining the household's eligibility or the amount of USDA Commaodities it will receive.
Nonhousehold members are specified in subparagraphs 3411 through 3416, below.

3411 Roomers

Persons to whom a household furnishes lodging for compensation, but not meals. Roomers who are
eligible for the program may participate as separate households.

3412 SSI Recipients in "Cash-Out™ States

Recipients of Supplemental Security Income (SSI) benefits who reside in a State designated by the
Department of Health and Human Services (DHHS) to have specifically included the food stamp coupon
allotment in its State supplemental payments. These persons are not eligible for Food Distribution
Program benefits.

3413 Disqualified Individuals

The following persons are not eligible for Food Distribution Program benefits until the period of
disqualification expires:

A. Persons who have been disqualified for an intentional program violation under the Food Stamp
Program;
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B. Persons who failed to pay a claim under the Food Distribution Program (see paragraph 5660,
below);

C. Persons determined to have misrepresented household circumstances in order to receive more
benefits to which it was entitled (see subparagraph 5662, below); and

D. Persons who have been convicted of fraud under the Food Distribution Program by a court (see
subparagraph 5663, below).

However, a pending disqualification hearing shall not affect the individual's or the household's right to
be certified and participate in the program. An individual or household may continue to participate until
they have been officially terminated

3414 lllegal Residents

Persons who are not legally residing in the United States. Although U.S. Citizenship is not required for
participation in the Food Distribution Program, persons must be lawfully living in the United States to
be eligible for USDA Commodities.

3415 Foster Care Children

Households which contain foster children have the option of counting foster children as members of the
household or classifying them as borders. In the first instance, foster children may be counted as
members of the household in which they reside. All foster care payments shall be counted as unearned
income to the household.

Under the second instance, households shall have the option of classifying the foster children as
boarders. In this instance, foster children are not considered part of the household. Foster care payments
are excluded from the household's income and the foster children are not included in determining the
amount of USDA commodities the household is to receive.

3416 Others

Other persons who share living quarters with the household but who do not customarily purchase food
or prepare meals with the household. If, for example, an applicant household shares its living quarters
with another family to save rent, but does not purchase and prepare meals with that family, the members
of the other family are not members of the applicant household but may be considered as a separate
household for eligibility purposes.

3420 HEAD OF HOUSEHOLD

State or local agencies may designate the head of household, or permit the household to do so. State or
local agencies shall not impose additional requirements based on who has been selected as head of
household, such as requiring that the head of household, rather than another responsible adult member
of the household, appear at the food distribution office to make application for benefits. In the event
that the head of the household or the spouse is unable to
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file the application, another responsible household member, or an authorized representative may apply
for the household.

3430 AUTHORIZED REPRESENTATIVE

There may be instances when the head of the household or the spouse cannot apply for the household.
In such instances, another responsible household member may apply or an adult, nonhousehold member
may be designated as the authorized representative for that purpose.

3431 Who Can Be an Authorized Representative

Adults who are nonhousehold members may be designated as authorized representatives for certification
purposes only if they are:

A. Designated in writing by the head of household, or the spouse, or another responsible member of the
household; and

B. Sufficiently aware of relevant household circumstances.

In the event the only adult member of a household is classified as a nonhousehold member, that person
may be designated as the authorized representative for the minor household members.

3432 Who Cannot Be an Authorized Representative
The following individuals may not be designated as authorized representatives:

A. State Agency employees who are involved in the certification and/or distribution processes without
the specific written approval of the designated State or local agency official, such as county welfare
director, or local food distribution supervisor, and only after a determination has been made that no
one else is available to serve.

B. Persons disqualified for intentional program violation in the Food Stamp Program shall not act as
authorized representatives during the period of disqualification, unless a disqualified individual is
the only adult member of the household able to act on its behalf and the State or local agency has
determined that no one else is available to serve. The State or local agency shall separately
determine whether these persons are permitted to apply or to obtain USDA Commodities on behalf
of the household.

3433 Liability for Designation

It is important that the head of the household or the spouse prepares or reviews the application
whenever possible, even though another household member or the authorized representative will
actually be interviewed. The State or local agency shall inform the household that it will be held liable
for any excess distribution of USDA Commodities which results from erroneous information given by
the authorized representative.
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3434 Authorized Representatives for Obtaining USDA Commodities

An authorized representative may be designated for obtaining USDA Commodities on behalf of the
household. These designations shall be made at the time the application is completed. The authorized
representative for picking up USDA Commodities may be the same individual designated to make
application for the household or may be another individual. Even if a household member (the head of
the household, spouse, or other member) is able to make application and obtain commodities, they
should be encouraged to name an authorized representative for obtaining commodities in case of illness
or other circumstances which might result in an inability to obtain commodities.

3435 Documentation and Control of Authorized Representatives
The State or local agency shall assure that authorized representatives are properly designated. The name

of the authorized representative(s) shall be maintained as part of the household's casefile. An authorized
representative may represent any number of households.

3-10



FNS HANDBOOK 501

SECTION 5 - VERIFICATION AND DOCUMENTATION
OF ELIGIBILITY CRITERIA

3500 GENERAL PROVISIONS

Verification is the use of third party information or documentation to establish the accuracy of
statements on the application. The following sections set forth the general requirements for verification
of financial and nonfinancial eligibility factors.

3501 Responsibility for Providing Verification

The household has primary responsibility for providing documentary evidence to support its income
statements and resolve any questionable information. Households may supply documentary evidence in
person, through the mail, or through an authorized representative. The State Agency shall accept any
reasonable documentary evidence provided by the household, but must be satisfied that the verification
adequately proves the statements. If it would be difficult or impossible for the household to obtain
documentary evidence in a timely manner, or the State Agency can do so more quickly than the
household, the State Agency shall offer assistance to the household in obtaining the documentary
evidence.

3502 Sources of Verification

A. Documentary Evidence. State or local agency shall use documentary evidence as the primary source
of verification for all items. Documentary evidence consists of a written confirmation of a
household's circumstances. Although documentary evidence shall be the primary source of
verification, acceptable verification shall not be limited to any single type of document and may be
obtained through the household or from other sources. Whenever documentary evidence cannot be
obtained, the State or local agency shall use alternate sources of verification such as collateral
contacts and home visits. In all cases, the methods of verification shall be recorded in the casefile.

B. Collateral Contact. A collateral contact is a verbal confirmation of a household's circumstances by
a person outside of the household. The collateral contact may be made either in person or over the
phone. The acceptability of a collateral contact shall not be restricted to a particular individual but
may be anyone that can be expected to provide an accurate third party verification of the
household's statements. Examples of acceptable collateral contacts are employers, community action
groups, neighbors of the household, or other persons outside the household.

The State Agency shall rely on the household to provide the name of any collateral contact. The
household may request assistance in designating a collateral contact. However, the State Agency is
not required to use a collateral contact designated by the household if the collateral contact cannot
be expected to provide an accurate third party verification. When the collateral contact designated
by the household is unacceptable, the State Agency shall ask the household to designate another
collateral contact. The State Agency is responsible for obtaining verification from the collateral
contact.
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Once the household has supplied the name of a collateral contact or has asked the State Agency for
assistance in locating a collateral contact, the State Agency shall promptly contact the collateral
contact or otherwise assist the household in obtaining the necessary verification.

C. Home Visits. Home visits shall be used as verification only if documentary evidence and collateral
contacts cannot be obtained. The State Agency must attempt to schedule a visit in advance with the
household.

3503 Discrepancies

Where information from another source contradicts statements made by the household, the household
shall be afforded a reasonable opportunity to resolve the discrepancy prior to an eligibility
determination.

3504 Mandatory Verification

State or local agencies shall verify all gross nonexempt income prior to certification. Verification does
not need to be to the exact dollar amount unless the household's eligibility would be affected. However,
where all attempts to verify income have been unsuccessful either because the person or organization
providing the income has failed to cooperate or because sources of verification are unavailable the State
Agency shall determine an amount to be used for certification based on the best available information.

3505 Verification of Questionable Information

Eligibility criteria, other than income, including residency on or near the reservation shall be verified
prior to certification only if they are questionable. To be considered questionable, the information on
the application must be inconsistent with statements made by the applicant, inconsistent with other
information on the application or previous applications, or inconsistent with information received by
the State Agency. (See paragraph 3510, below.)

3506 Verification for Joint PA or GA and Food Distribution Applications

For household,; filing a joint PA or GA and Food Distribution application the verification procedures
described in Section 5 of this Chapter shall be used for eligibility factors which concern only the
household's eligibility for Food Distribution. Those factors which concern both PA or GA and Food
Distribution eligibility may be verified according to PA or GA procedures.

3507 Verification of Reported Changes
Changes reported during the certification period shall be subject to the same verification procedures as

apply at initial certification, except that the State Agency is not required to verify income if the source
has not changed and the amount has changed by $50 or less since the last time they were verified.
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3508 Verification at Recertification

In recertifying a household, the State Agency shall verify a change in income if the source has changed
or the amount has changed by more than $50 since it was last verified. In addition, the State Agency
shall verify income reported by households to be unchanged or to have changed by $50 or less, when
information is questionable. The State Agency shall use the same verification procedures employed at
initial certification to check on all other changes reported at the time of recertification. Additionally
verification requirements for households applying for recertification within 30 days after the expiration
of the certification period will remain the same as for those households making timely recertification.

3509 Verification for Expedited Service

To expedite the certification of households in immediate need, the State Agency shall postpone the
verification required in subparagraphs 3504 and 3505, above, except that the households' identity and
address shall be verified by collateral contact or other readily available documentary evidence. If
possible the household's income statements shall be verified at the same time. The State Agency shall
complete the verification for households certified on an expedited basis prior to the distribution of
commodities to the household for any subsequent month.

3510 VERIFICATION OF NONFINANCIAL ELIGIBILITY CRITERIA

Where questionable, the household's identity and residency shall be verified through readily available
documentary evidence, collateral contact or by home visit, if necessary prior to certification.
Certification shall not be delayed to obtain verification of questionable nonfinancial eligibility criteria;
however, verification of the questionable nonfinancial eligibility criteria shall be obtained prior to the
household's receipt of a second month's issuance of USDA Commodities. As it is difficult to verify if a
group of individuals customarily purchase and prepare meals together, the State or local agency shall
generally accept the household's statement regarding food preparation and purchasing.

3511 Verification of Identity

When necessary, examples of acceptable documentary evidence which the household may provide
include, but are not limited to, a driver's license, work or school 1.D., voter registration card, birth
certificate, ID for health benefits or other programs, or other social services. Household identity is that
of the applicant. If an authorized representative applies for the household, the head of the household
should be identified.

3512 Verification of Residency
Where appropriate, documents with the household's address shall be the primary source of verification,

although collateral contacts and/or home visits may be used if documentary evidence cannot be
obtained.
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3520 VERIFICATION OF RESOURCES

During the interview, the State or local agency shall review with the applicant the resources reported as
well as the possibility of unreported resources. State or local agencies shall verify resource information
for any household only if the information is questionable. Documentary evidence shall be used as the
primary source of verification, although collateral contacts may also be sources of verification if
written verification is unavailable.

3530 VERIFICATION OF INCOME

The State or local agency shall use documentary evidence as the primary source of verification.
Documentary evidence consists of wage stubs. For earned income, it is required that the household
provide a full month's wage statements. If a full month's wage statements are not available (e.g.,
applicant was recently hired for work), then applicant must provide wage statements received to date
and provide employment information which can be verified by collateral contacts (name of employer,
employer phone number, hourly wage rate, hours worked per pay period, amount of time on the payroll,
prospects for continued employment, etc.). Whenever documentary evidence cannot be obtained, is
insufficient to make a firm determination of eligibility, or appears to be falsified, collateral contacts or
home visits must be used. For example, documentary evidence may be considered insufficient when the
household presents pay stubs which do not represent an accurate picture of the household's income
(such as out-dated pay stubs) or identification papers that appear to be falsified. If other types of
verification are used, the State Agency shall document in the casefile why an alternate source was
needed. Benefits shall not be delayed beyond the processing time standards described in paragraph
3300, above, solely because income has not been verified. However, benefits shall not be provided for
more than one month in cases where complete verification of income has not been obtained. (See
paragraph 3320, above.)

Households who report zero income month after month but still maintain a residence must be
questioned as to how they are able to sustain the residence and household members.

3531 Standard--Unreported Income

In addition to verifying reported income, the State or local agency may have occasion to explore the
possibilities of unreported income. When income information on the application is inconsistent with
statements made by the applicant, other information on the current or previous applications or other
information received by the State Agency, further verification must be provided. For example, if a
household reports its unemployment compensation has stopped but a record in the case shows that
sufficient benefits are available for certain number of months, further verification would be needed.
Another situation possibly requiring further verification is if a household reported filing for public
assistance, SSI, Social Security, or similar benefits on previous applications but still reports not
receiving them. If the State or local agency knows that the average waiting period has passed, a
determination shall be made as to whether the household has unusual circumstances delaying the
benefits or, if, in actuality, the benefits have begun.
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3532 Earned Income

The following are documents which can be used to verify earned income:

A. From Applicant:

Pay stubs.

Pay envelope.

Employee's W-2 form.

Wage tax receipts.

State or Federal income tax return.
Self-employment bookkeeping records.
Sales and expenditure records

NoohkwdE

B. From Others:

Employer's wage records.
Statement from employer.
Employment Security Office.
State Income Tax Bureau.

PonE

3533 Unearned Income

In verifying other income to the household the following documents are generally available from
applicant:

Social Security award letter (changes in benefits will not always be reflected).
Benefit payment check.

Unemployment Compensation award letter.

Pension award notice.

Department of Veterans Affairs award notice.

Correspondence on benefits.

Income tax records.

Railroad Retirement award letter.

Support and alimony payments evidenced by court order divorce or separation papers, contribution
check.

SDX System (see subparagraph 3534, below).

Social Security (Form SSA-1610).

Social Security District Office files.

Bureau of Employment Security - Unemployment Compensation Section.
Union records.

Workman's Compensation records.

Department of Veterans Affairs records.

Insurance company records.

Tax records.

Railroad Retirement Board Records.

—IoTmMUOowmy
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3534 SDX--For Social Security Benefits

If documentary evidence of social security benefits is not readily available from the applicant, the State
Agency or local agency may verify, where possible, the income through the State Data Exchange
(SDX). The amount of social security benefits reported on the application is used to compute the
households's eligibility, pending receipt of verification from SDX. Prior to submission of the State or
local agency's request for verification, any household member whose social security benefits are
verified through SDX must sign an information release statement which is valid only during the
certification period.

3535 Verification of Loans

The State or local agency may determine when to verify if monies received by a household are in fact
loans. At a minimum, however, the State or local agency shall verify the loan in any case that is
questionable.

When verifying that income is exempt as a loan, a legally binding agreement is not required. A simple
statement signed by both parties which indicates that the payment is a loan and must be repaid shall be
sufficient verification. However, if the household receives payments on a recurrent or regular basis
from the same source but claims the payment are loans, the State or local agency may also require that
the provider of the loan sign an affidavit which states that repayments are being made or that payments
will be made in accordance with an established repayment schedule.

3536 Verification of Scholarships, Deferred Loans, or Grants

Verification of the amounts received from scholarships, deferred loans or grants may be obtained
directly from the household or other sources such as the agency or institution providing such monies.

3537 Noncooperation of a Disqualified Member of the Household

If a disqualified member of the household refuses to provide information needed to certify the
remaining members, alternate methods of verification should be used. For example, if the disqualified
member refuses to provide income information, a collateral contact may be used. The State or local
agency may also, if no other means of verification are available, base the income on the best available
information. See subparagraph 4101, below, for further information on disqualified member.
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3538 Verification of Income Deductions
Deductible expenses shall be verified only when the expense claimed is questionable.
3539 Documenting the Verification

Casefiles must be documented to support eligibility, ineligibility, and level of commodity distribution.
The documentation shall be in sufficient detail to permit a reviewer to determine the reasonableness,
accuracy and date of the determination. Where verification was required to resolve questionable
information, the State or local agency shall document why the information was considered questionable
and what documentation was used to resolve the questionable information. The State or local agency
shall also document the reason why an alternative source of verification, such as a collateral contact or
home visit, was needed, and the reason a collateral contact was rejected and an alternate requested.
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SECTION 6 - INTERVIEWING

3600 STANDARDS FOR INTERVIEWS

All applicant households, including those submitting applications by mail, shall have an interview by a
certification worker prior to certification. At State or local agency discretion applicants may be
interviewed by telephone or in the home. No household shall be interviewed by telephone for any two
consecutive certifications without a face-to-face interview at the food distribution office or home. State
agencies must attempt to schedule home visits in advance. Home visits may not extend required time
limits for processing. The individual interviewed may be the head of household, spouse, any other
responsible member of the household, or an authorized representative. The State or local agency shall
not simply review the information that appears on the application, but shall explore and resolve unclear
and incomplete information. In addition, the State or local agency shall fully advise households of their
rights and responsibilities during the interview, including an explanation of the appropriate application
processing time and the household's responsibility to report changes. The interview shall be conducted
as an official and confidential discussion of household circumstances. The applicant's right to privacy
must be protected during the interview. Facilities shall be adequate to preserve the privacy and
confidentiality for the interview.

3610 JOINT PA OR GA AND FOOD DISTRIBUTION PROGRAM INTERVIEW

The State Agency shall conduct a single interview at initial application for both PA or GA and food
distribution purposes unless the State Agency is unable to do so within the Food Distribution Program
processing time standards.

3620 HOUSEHOLD REFUSAL TO COOPERATE

If the household refuses to cooperate with the State or local agency in completing any part of the
application process, the application shall be denied at the time of refusal. For a determination of refusal
to be made, the household must be able to cooperate, but clearly demonstrate that it will not take
actions that it can take and which are required to complete the application process. For example, to be
denied for refusal to cooperate, a household must refuse to be interviewed, not merely fail to show up
for the interview. If there is any question as to whether the household has merely failed to cooperate, as
opposed to refused to cooperate, the household shall not be denied solely for that reason. The household
shall also be determined ineligible if it refuses to cooperate in any subsequent review of its eligibility.
Once denied or terminated for refusal to cooperate, the household may reapply but shall not be
determined eligible until it cooperates.
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CHAPTER IV
ELIGIBILITY CRITERIA

SECTION 1 - DETERMINING HOUSEHOLD ELIGIBILITY

4100 DETERMINING HOUSEHOLD ELIGIBILITY

The following steps shall lead to the final eligibility determination of a household.
A. Establish household composition (membership).

B. Establish the household's residency on the reservation or status as an Indian Tribal household if
living in a near area.

C. Determine if the household automatically meets the financial eligibility criteria
requirements without testing resources and income (PA, GA, and SSI households).

D. Determine if the nonassistance household meets financial eligibility criteria ements.

1. Test the household's net food distribution resources against the resources standards in paragraph
4400, below.

2. Test the household's net food distribution income against the food distribution income standards
(see Exhibit M, attached) for the appropriate household size.

4101 Determining Eligibility and Benefit Level for Households with a Disqualified Member(s)
The disqualified member is not included when determining the household's size for purposes of

assigning the level of USDA foods to be received by the household, or for purposes of comparing the
household's net monthly income with the income eligibility standards.
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SECTION 2 - NONFINANCIAL ELIGIBILITY CRITERIA

4200 NONFINANCIAL ELIGIBILITY STANDARDS

This section provides a description of the nonfinancial criteria all households must meet which are
residency and household composition.

4210 RESIDENCY

A household must be living on the reservation in which it files an application for participation.
However, Indian tribal households need only be living near the reservation or in an approved FNS
service area in Oklahoma for participation purposes (see subparagraphs 4212 and 4213, below).
Residency shall not mean home nor can State Agencies impose durational residency requirements.
However, persons must be living on or near the reservation the majority of the time making the
reservation their primary residence. Persons on the reservation solely for vacation, including weekend
and holiday stays, shall not be considered residents. No household may participate in the Food Stamp
Program or in the Food Distribution Program in more than one geographical area at the same time.

4211 Citizenship

The State Agency shall not require U.S. citizenship as a condition of eligibility for the Food
Distribution Program on Indian Reservations; however, participants must be lawfully residing in the
United States.

4212 Near Area or Service Area

Households living near the reservation or in an FNS service area in Oklahoma may participate in the
Food Distribution Program on Indian Reservations if at least one household member is recognized as a
tribal member of any Indian tribe. Only FNS approved near areas and FNS service areas as specifically
defined in the State Agency's Plan of Operation can be considered for eligibility purposes.

4213 Urban Areas

Individuals living in urban places outside the reservation cannot participate in the Food Distribution
Program on Indian Reservations, unless that town or city has been specifically approved by FNS as a
near area or FNS service area in Oklahoma. In such cases, Indian households may participate. This does
not include urban areas within the reservation boundaries, as these areas are considered part of the
reservation. (See paragraph 4210, above.)
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4220 HOUSEHOLD COMPOSITION

Households shall list on their applications the various members to be considered for food distribution
benefits. The State or local agency should examine each application to determine if there are members
who may not be eligible to participate in the household. These include nonhousehold members such as
roomers. The State or local agency shall verify any questionable information provided by the household
about the composition of the household, such as the household's size. However, as it is difficult to
verify if a group of individuals customarily purchases and prepares meals together and therefore
constitutes a household, the State or local agency shall generally accept the household's statement
regarding food preparation and purchasing. (See paragraph 3400, above.)
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SECTION 3 - FINANCIAL ELIGIBILITY CRITERIA
CATEGORICALLY ELIGIBLE HOUSEHOLDS

4300 CATEGORICALLY ELIGIBLE HOUSEHOLDS

4310 PA AND SSI HOUSEHOLDS

Households in which all members are included in a federal public assistance or SSI grant, except those
SSI participants discussed in subparagraph 3412, above, automatically meet resource and income
eligibility requirements for the Food Distribution Program. Therefore, the State or local agency shall
not test any of the resources or incomes of the households against the Food Distribution resource and
income standards.

4320 GA HOUSEHOLDS

Households in which all members are included in an FNS approved general assistance grant (see
subparagraph 3221, above) or a combination of GA, PA, and SSI grants, automatically meet resource
and income eligibility requirements for Food Distribution. The State or local agency shall not test any
of the resources or incomes of these households against the Food Distribution resource and income
standards.

4330 NONASSISTANCE HOUSEHOLDS

The State or local agency shall test the resources and incomes of all households, in which one or more
members do not participate in PA, SSI and/or GA grants, against the Food Distribution resource and
income standards. Nonassistance households must meet the financial as well as the nonfinancial
eligibility criteria in order to receive USDA commodities.
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SECTION 4 - RESOURCES

4400 RESOURCES

This section provides the uniform resource standards and describes included (nonexempt) and excluded
(exempt) resources and how to treat them.

4410 STANDARD HOUSEHOLD LIMITS FOR RESOURCES

Eligibility shall be denied or terminated if the value of nonexempt resources for the household exceeds:
A. $3,000 for all households with two or more members if at least one member is 60 or over; or
B. $1,750 for all other households including all one-person households.

The household's resources at the time the application is filed shall be used to determine the household's
eligibility. Nonrecurring lump sum payments as described in subparagraph 4549 (d), below, must be
counted as resources in the month received. Also, land lease and treaty income shall be considered
nonrecurring lump-sum payments if received only once per year. (See subparagraph 4549, below.) If
received more frequently, the payments must be treated as unearned income. (See paragraph 4530,
below.)

4411 Jointly Owned Resources

Resources owned jointly by separate households shall be prorated between or among those households,
unless the applicant household can demonstrate that the resources are inaccessible to it because access
to the value of the resource is dependent upon the agreement of a joint owner who refuses to comply.
4412 Resources of Disqualified Members

The resources of persons disqualified from participation in the Food Stamp Program for intentional
program violation shall continue to count in their entirety to the remaining households members when

determining their eligibility for the Food Distribution Program.

4420 NONEXEMPT RESOURCES

In determining the resources of households applying for USDA commodities only cash on hand, money
in checking or savings accounts, saving certificates, stocks or bonds, or other readily negotiable and
accessible certificates or instruments shall be counted except for those resources specifically listed as
excluded resources in paragraph 4430, below.

4430 EXCLUDED RESOURCES

In determining the resources of a household the following shall not be counted:
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4431 Life Insurance and Pension Funds
The cash value of life insurance policies and pension funds, including funds in pension plans with
interest penalties for early withdrawal, such as a Keogh Plan or Individual Retirement Account (IRA),
as long as the funds remain in the pension plans.
4432 Disaster Payments
Any governmental payments which are designated for the rebuilding of a home damaged in a disaster, if
the household is subject to a legal sanction if the funds are not used as intended. Some examples are
payments made by the Department of Housing and Urban Development through the individual and
family grant program or disaster loans or grants made by the Small Business Administration.

4433 Prorated Income

Resources, such as Grants awarded to students or income from self-employment which is being prorated
and counted as income.

4434 Resources Excluded by Law
Following is a listing of resources excluded by express provisions of Federal statute:

A. Payments received under the Alaska Native Claims Settlement Act (P.L. 92-203, Sec. 21(a)) or the
Sac and Fox Indian Claims Agreement (P.L. 94-189);

B. Payments received by certain Indian tribal members under P.L. 94-114, Sec, 6, regarding
submarginal land held in trust by the United States;

C. Payments received by certain Indian tribal members under P.L. 94-540 regarding the Grand River
Bank of Ottawa Indians;

D. Reimbursements from the Uniformed Relocation Assistance and Real Property Acquisition Policy
Act of 1970 (P.L. 91-646, Sec. 216);

E. Payments made as a result an emergency or major disaster in accordance with Section 312(d) of the
Disaster Relief Act of 1974 (P.L. 93-288), as amended by the Disaster Relief and Emergency
Assistance Amendments of 1988 (P.L. 100-707) (e.g., payments to farmers during natural disasters);

F. Interests of individual Indians in trust or restricted lands. Interests include the Indian's right to or
legal share of the trust or restricted land, and any income accrued from the funds in trust or the
restricted lands (see subparagraph 4543 (1), below); and

G. Financial assistance received by a student from Title IV programs that is spent specifically for
educational purposes (P.L. 99498).
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SECTION 5 - INCOME
4500 INCOME
This section defines included and excluded income and allowable deductions.
Household income shall include all income from whatever source, except for the exclusions listed in
paragraph 4540, below. Income is categorized as earned or unearned. The income considered is that

received or anticipated to be received over the proposed certification period.

4510 BASIS OF NATIONAL INCOME ELIGIBILITY STANDARDS

The income eligibility standards for all areas, including Alaska, (Exhibit M) are adjusted annually, and
new exhibits shall be provided by the appropriate FNS Regional Office.

4511 Income Eligibility Standards for Nonassistance Households

The State Agency shall apply the uniform national income eligibility standards for the Food
Distribution Program except for those households which are categorically eligible (see paragraphs 4300
and 4310, above). The standard shall be the monthly income eligibility standard for the Food Stamp
Program in the State, increased by the amount of the standard deduction for the State (see Exhibit M).

4520 EARNED INCOME

The following types of income are considered earned:

A. Wages. All wages and salaries of an applicant. Wages that are garnished for ordered support (see
subparagraph 4542.1, below) or withheld at the request of the employee are considered income.

B. Self-employment. The gross income from a self-employment enterprise, including the net profit
from the sale of any capital goods or equipment related to the business. Payments from roomers and
returns on rental property are considered as self-employment. (See paragraph 4720, below.)

C. Training Allowances. Training allowances from vocational and rehabilitative programs sponsored
by Federal, State, or local governments to the extent they are not a reimbursement.

D. Work Study Earnings. College Work Study earnings paid by educational grants, funded in whole or
in part from Title IV of the Higher Educational Act, that remain after allowable exclusions are also
considered earned income.

4530 UNEARNED INCOME

The following types of income are considered unearned (this list is not inclusive):
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A. Assistance Payments. Assistance payments from Federal or federally aided public assistance
programs, such as supplemental security income (SSI) or Temporary Assistance for Needy Families
(TANPF); general assistance (GA) programs, or other assistance programs based on need.

B. Pension, Social Security, Foster Care. Annuities; pension; retirement; veteran's or disability
benefits; workman's or unemployment compensation; old-age, survivors' or social security benefits;
strike benefits; foster care payments for children or adults unless they are counted as boarders. (See
subparagraph 3415, above.)

C. Support and Alimony. Support or alimony payments made directly to the household from
nonhousehold members, except for foster care payments for children that are categorized as
boarders. (See subparagraph 3415, above.)

D. Education Grants. Scholarships, educational grants, fellowships, deferred payment loans for
education, veteran's educational benefits and the like to the extent they are not used for tuition or
mandatory fees.

E. Grants, Interest Payments. Payments from Government-sponsored programs, dividends, interest,
royalties, and all other direct money payments from any source which can be construed to be a gain
or benefit.

F. Income from Disqualified Members. Earned income, less the 20 percent earned income deduction,
and unearned income of an individual disqualified from the Food Stamp Program for intentional
program violation less the pro rata share for the disqualified individual. If, for example, there are
six members of a household and one of those persons is disqualified, the pro rata share is one-sixth
of the income. The household receives five-sixths of the income for Food Distribution Program
eligibility purposes.

G. Federal Housing Administration's "Family Living Plan™. Payments received on a monthly basis for
household expenses.

H. Foster Care Payments. Payments received for the foster care of children counted as members of the
household in which they reside. (See subparagraph 3415, above.)

I. Payments from Gambling Enterprises. Gambling profits paid to members on a regular basis,
regardless of frequency.

J. Land-Lease and Treaty Income. Land lease and treaty income payments, if payments are received
more frequently then annually.

K. Adoption Subsidies. Adoption subsidies if they are received on a continuous basis.
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4540 EXCLUDED INCOME

The following types of income shall be excluded when computing a household's total income for testing
against Food Distribution income standards. No other income shall be excluded.

4541 In-Kind Income

Any gain or benefit, not in the form of money, which is payable directly to the household such as in-
kind benefits. For example, meals, clothing, public housing, or produce from a garden are not
considered as income for eligibility purposes.

4542 Vendor Payments

A payment made in money on behalf of a household shall be considered a vendor payment whenever a
person or organization outside of the household uses its own funds to make a direct payment to either
the household's creditors or a person or organization providing a service to the household. For example,
if a relative or friend, who is not a household member, pays the household's rent directly to the
landlord, the payment is considered a vendor payment and is not counted as income to the household.

4542.1 Exception to Vendor Payment Rule - Legally Obligated Payments

Monies that are legally obligated and otherwise payable to the household, but which are diverted by the
provider of the payment to a third party for a household expense, shall be counted as income and not
considered as a vendor payment. The distinction is whether the person or organization making the
payment on behalf of a household is using funds that would otherwise have been paid to the household.
Such funds include wages earned by a household member and therefore owed to the household, a public
assistance grant to which a household is legally entitled, and support or alimony payments in amounts
which legally must be paid to a household member. If an employer, agency or former spouse who owes
these funds to a household diverts them instead to a third party to pay for a household expense, these
payments shall still be counted as income to the household. However, if an employer, agency, former
spouse, or other person makes payments for household expenses to a third party from funds that are not
owed to the household, these payments shall be considered as vendor payments.

A. Example 1.

1. Income. Wages earned by a household member that are garnished or diverted by an employer,
and paid to a third party for a household's expenses, such as rent.

2. Vendor Payment. The employer pays a household's rent directly to the landlord in addition to
paying the household its regular wages or the employer provides housing to an employee. The
value of the housing shall not be counted as income.
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B. Example 2.

1. Income. All or part of a public assistance grant which would normally be provided in money
payment to the household is diverted to third parties or to a protective payee for purposes such
as managing a household's expenses.

2. Vendor Payment. Payments by the State agency that would not normally be provided in a
money payment to the household, and that are over and above normal public assistance grants
and which are made directly to a third party for a household expenses. This rule applies even if
the household has the option of receiving a direct cash payment.

C. Example 3.

1. Income. Money deducted or diverted from a court-ordered support or alimony payment (or other
binding written support or alimony agreement) to a third party for a household expense.

2. Vendor Payment. Payments specified by a court order or other legally binding agreement to go
directly to the third party rather than to the household, and support payments not required by a
court order or other legally binding agreement (including payments in excess of amount
specified in a court order or written agreement) which are paid to a third party rather than the
household, even if the household agrees to the arrangement.

4543 Income Excluded by Law

The State or local agency shall disregard any income that is specifically excluded by any other Federal
statute from consideration as income. The following laws provide such an exclusion:

A. Reimbursements from the Uniform Relocation Assistance and Real Property Acquisition Policy Act
of 1970 (P.L. 91-646, Sec. 216). The following payments are included under Title Il of this Act:

1. Payments to persons displaced as a result of the acquisition of real property;

2. Relocation payments to a displaced homeowner toward the purchase of a replacement dwelling.
Such payment may only be made to a displaced owner who purchases and occupies a dwelling
within one year following displacement; and

3. Replacement housing payments to displaced persons not eligible for a homeowner's payments.

B. Payments received under the Alaska Native Claims Settlement Act (P.L. 92-203, Sec. 21(a)).

4-10



K.

FNS HANDBOOK 501

Any payment to volunteers under Title Il (RSVP, foster grandparents, and others) of the Domestic
Volunteer Services Act of 1973 (P.L. 93-113. as amended). Payments under Title | (VISTA) to
volunteers shall be excluded for those persons receiving USDA Commaodities, food stamps, or
public assistance at the time they joined VISTA except that households which are receiving an
income exclusion for VISTA or other Title | subsistence allowance at the time of implementation of
these rules shall continue to receive an income exclusion for VISTA for the length of their volunteer
contract. Temporary interruptions in participation in the Food Distribution, Food Stamp or public
assistance programs shall not alter the exclusion once an initial determination is made. For example,
a person is receiving USDA commodities and joins VISTA. He is sent for training and does not
receive USDA commodities for two months. When he reapplies, his VISTA income is disregarded
because he was receiving USDA commodities when he joined. New applicants who are not receiving
USDA Commodities, food stamps, or public assistance at the time they joined VISTA shall have
these volunteer payments included as earned income.

Income derived from certain submarginal land of the United States which is held in trust for certain
Indian tribes (P.L. 94-114, Sec. 6).

Payments received by certain Indian tribal members under P.L. 94-540 regarding the Gram River
Band of Ottawa Indians.

Payments received by a student from Title IV programs that is spent specifically for educational
purposes (P.L.99-498).

Up to $2,000 per year of income received by individual Indians that is derived from interests in trust
or restricted lands.

. Payments made as a result of an emergency or major disaster in accordance with Section 312(d) of

the Disaster Relief Act of 1974, as amended by the Disaster Relief and Emergency Assistance
Amendments of 1988 (P.L. 100-707).

Allowances, earnings and payments received by individuals participating in programs under the Job
Training Partnership Act are excluded as income for the Food Distribution Program on Indian
Reservations.

Funds received by eligible individuals from projects carried out under the Senior Community
Service Employment Program.

Payments received by individuals participating in Americorps (P.L. 101-610).

The source and amount of the payments received under any of the authorities identified above must be
verified before they are excluded.
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4544 Tuition and Mandatory Fees Paid From Educational Loans, Grants, Benefits, Scholarships

The portion of an educational loan (on which payment is deferred) grants, scholarships, fellowships,
veterans' educational benefits, etc., used to pay tuition and mandatory fees is excluded from income.
The portion used to pay items not considered to be mandatory, (e.g., room and board, dependent care,
and the like) is counted as income. Tuition and mandatory fees paid from summer earnings, resources,
or any other source other than grants, loans on which repayments is deferred, etc. are not disregarded.
Mandatory fees are those charged to all students or are charged to all students within a certain
curriculum. For example, uniforms, lab fees, or equipment charged to all students in order to enroll in a
chemistry course would be excluded. However, transportation, supplies, and text book expenses are not
uniformly charged to all students and, therefore, would not be excluded as mandatory fees. (See
paragraph 4710, below).

4545 Loans

All loans, including loans from private individuals as well as commercial institutions, other than
educational loans on which repayment is deferred.

4546 Reimbursement for Expenses

Reimbursements for past or future expenses, are disregarded to the extent they do not exceed actual
expenses. For example, reimbursements or fiat allowances for job training related expenses such as
travel per diem, uniforms, and transportation to and from the job or training site are excluded as
income.

4547 Third Party Payments

Monies received and used for care and maintenance of a third party beneficiary who is not a member of
the household.

4548 Earnings of Children

The earned income of children who are members of the household, who are students at least half time,
and who are not yet eighteen. Their income is excluded even during temporary interruptions in school
attendance due to semester or vacation breaks, provided the child's enroliment will resume following
the break. Individuals are considered children for this exclusion if they are under the parental control of
another household member.

4549 Miscellaneous Exclusions

A. Irregular Income. Any income in the certification period which is received too infrequently or
irregularly to be reasonably anticipated, but not in excess of $30 in a quarter.

B. Costs of Self-Employment. The cost of producing self-employment income. See subparagraphs
4723 and 4724, below, for the procedures on computing the cost of producing self-employment
income.

4-12



FNS HANDBOOK 501

C. Recoupments. Monies withheld from an assistance payment, earned income, or other income source
which are voluntarily or involuntarily returned to repay a prior overpayment received from that
income source.

D. Nonrecurring Lump-Sum Payments. Money received in the form of a nonrecurring lump-sum
payment, including, but not limited to, income tax refunds, rebates, or credits; retroactive lump-sum
social security, SSI, PA, railroad retirement pension or other payment; retroactive lump-sum
insurance settlements; or refunds of security deposits on rental property or utilities. These payments
shall be counted as resources in the month they are received, unless specifically excluded by Federal
law. (See paragraph 4410, above.)

E. Land-Lease or Treaty Income. If annual payments are distributed to tribal members, such payments
shall be considered nonrecurring lump-sum payments. If received more frequently than annually, the
payments shall be counted as income.

F. Title IV-D Payments. Child support payments received by TANF recipients which must be
transferred to the agency administering Title 1V-D of the Social Security Act of 1935, as amended,
to maintain TANF eligibility.

4550 DEDUCTIONS FROM INCOME

A deduction is allowed only in the month the expense is billed or otherwise becomes due regardless of
when a household intends to pay it. Deductions are allowed only for the following.

4551 Earned Income Deduction

Twenty percent of gross earned income. No additional deductions (i.e. taxes, pensions, union dues and
the like) except for costs of self-employment, are allowed from earned income. Excluded earned income
is not subject to this deduction although the earned income of a household member disqualified from
the Food Stamp Program does receive this deduction. (See paragraph 4540, above.)

4552 Dependent Care

Payments for actual costs for the care of a child or other dependent when necessary for a household
member to accept or continue employment or to attend training or pursue education which is
preparatory to employment. This deduction shall not exceed the maximum allowable deduction for
dependent care costs allowable under the Food Stamp Program in the forty-eight States and the District
of Columbia. The allowable dependent care cost per dependent is provided in Exhibit M to the
Handbook and will be updated annually.
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SECTION 6 - DETERMINING HOUSEHOLD INCOME

4600 GENERAL STANDARDS FOR DETERMINING INCOME

For the purpose of determining the household's eligibility for the Food Distribution Program the State
or local agency shall take into account the income already received by the household during the
certification period and any anticipated income the household and the State or local agency are
reasonably certain will be received during the remainder of the certification period.

If the amount of or the timing of income that will be received is uncertain, the State or local agency
shall not count that portion of the household's income that is uncertain. For example, a household
anticipating income from a new source, such as a new job or recently applied for PA benefits, may be
uncertain as to the timing and amount of the initial payment. These monies shall not be anticipated by
the State or local agency unless there is reasonable certainty concerning the month in which the
payment will be received and the amount. If the exact amount of the income is not known, that portion
of it that is anticipated with reasonable certainty is considered income. In cases where the receipt is
reasonably certain, but the monthly amount may fluctuate, the household may elect to average the
income as described in subparagraph 4622, below.

4610 INCOME IN PAST 30 DAYS

Income received during the past 30 days shall be used as an indicator of the income that is available to
the household during the certification period. However, the State or local agency shall not use past
income as an indicator of income anticipated for the certification period if changes in income have
occurred or can be anticipated. In cases where the receipt of income is reasonably certain but the
monthly amount may fluctuate and the household's income is close to the income eligibility limit, the
State Agency may elect to average income provided that such averaging does not disadvantage the
household. Such averaging shall be based on income that is anticipated to be available to the household
during the certification period.

4611 Seasonal Income

If the household's income fluctuates seasonally, it may be appropriate to use the most recent season
comparable to the certification period, rather than the last 30 days, as one indicator of anticipated
income. The State or local agency shall exercise particular caution in using income from a past season
as an indicator of income for the certification period. In many cases of seasonally fluctuating income,
the income also fluctuates from one season in one year to the same season in the next year. However, in
no event shall the State Agency automatically attribute to the household the amounts of any past
income.

4612 Anticipated Income for Month Received
Income anticipated during the certification period shall be counted as income only in the month it is

expected to be received, unless the income is averaged. Nonrecurring lump-sum payments are counted
as a resource starting in the month received and not counted as income.
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4613 Cases of Steady Employment

In cases where the head of the household is steadily employed, income from the previous month is
usually a good indicator of the amount of income that can be anticipated in the month of application and
subsequent months. If information supplied by the household or a collateral contact indicates that future
income will differ from the previous month's income, the State or local agency will use such
information to make a reasonable estimate of anticipated income. The method used to determine income
shall be fully documented in the casefile.

4614 Hourly and Piece-Work Wages

When income is received on an hourly wage or piece-work basis, weekly income may fluctuate if the
wage earner works less than eight hours some days or is required to work overtime on others. In this
case the State or local agency should consult with the household to determine the "normal™ amount of
income expected as a result of one-week's work and if this is reasonably certain to be available during
the certification period. This amount should be used to determine monthly income.

4615 Withheld Wages

Wages held by the employer at the request of the employee shall be considered income to the household
in the month the wages would otherwise have been paid by the employer.

However, wages held by the employer as a general practice, even if in violation of law, are not counted
as income to the household, unless the household anticipates that it will receive an advance or income
from wages that were previously held by the employer.

4616 Self-Employment Income

Monies received from self-employment enterprise less the allowable costs of doing business are to be
considered when determining eligibility for the Food Distribution Program. Procedures for establishing
countable self-employment earnings are discussed in more detail in paragraphs 4720 through 4727,
below.

4620 ASSIGNING INCOME FOR THE CERTIFICATION PERIOD

The following subparagraphs describe the rules and procedures to be used for assigning monthly income
levels.

4621 Actual Versus Converted Income

The State or local agency shall choose from among the following options to determine monthly income
when a full month's income is anticipated and income is received on a weekly or biweekly basis:

A. Convert the income to a monthly amount by multiplying weekly amounts by 4.3 and biweekly
amounts by 2.15;

B. Convert the income to a monthly amount by multiplying weekly and biweekly amounts by the State
Agency's conversion standard; or
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C. Use the exact figure if it can be anticipated for each month of the certification period
4622 Averaging Income — Optional

In cases where the receipt of income is reasonably certain but the amount may fluctuate, and the
household's income is close to the income eligibility limit the State Agency may elect to average
income provided that such averaging does not disadvantage the household. Such averaging shall be
based on income that is anticipated to be available to the household during the certification period.

4623 Averaging Income -- Mandatory

A. Contract or Self-Employment Annual Income. Contract employees or households whose self-
employment income represents the household's annual support including the net profit from the sale
of any capital goods or equipment related to the business shall be annualized over a 12-month
period. These households may include school employees, share croppers, farmers, and other self-
employed households. The procedures for averaging self-employed income are described in
subparagraph 4725, below.

B. Non-Annual, Contract, or Self-Employment Income. Households whose contract or self-
employment income represents only a part of the household's annual support, shall have their
income averaged over the period of time it is intended to cover. For example, self-employed vendors
who work only in the summer and supplement their income from other sources during the balance of
the year, shall have their self-employment income averaged over the summer months rather than a
12-month period.

C. Educational Grants, Etc. Households receiving scholarships, deferred education loans, or other
educational grants shall have such income, after exclusions, averaged over the period for which it
was provided. A detailed discussion of student households is covered in paragraph 4710, below.

4630 DETERMINING DEDUCTIONS

4631 Limitations on Allowable Deductions

Certain costs of dependent care (not to exceed the maximum allowable deduction for dependent care
costs allowable under the Food Stamp Program in the 48 States and the District of Columbia) and the
cost of doing business for the self-employed are income exclusions, and are to be handled in accordance
with subparagraphs 4711 (student households) and 4723 (self-employed households), below.

4632 Billed Expenses Deducted in Month Due

A deduction for dependent care is allowed in the month the expense is billed or otherwise becomes due,
regardless of when the household intends to pay the expense. Amounts carried
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forward from past billing periods are not deductible even if included with the most recent billing and
actually paid by the household. In any event, a particular expense may only be deducted once.

4633 Actual/Converted Expenses

If the household is billed more frequently than monthly for expenses, the certification worker shall use
the conversion procedure mandated by the State Agency in subparagraph 4621, above.

4634 Types of Expenses Not Allowed as Deductions

An expense covered by excluded reimbursements or vendor payments shall not be deductible.
Furthermore, expenses are only deductible if the service is provided by a non-household member and
the household makes a money payment for the service. For example, a dependent care deduction is not
allowed if another household member provides the care, or compensation for the care is provided in the
form of an in-kind benefit such as food.

4640 CALCULATION OF NET MONTHLY INCOME

The following four steps lead to the determination of a household's net food distribution monthly
income. (See paragraphs 4710 and 4720, below, for more details on determining gross monthly income
for households with student income or self-employment income.)

A. Total Gross Earned Income. Add the gross monthly income earned by all household members
including monthly gross self-employment income, less the cost of doing business but not including
the 20 percent earned income deduction, to determine the household's total gross earned income.

B. Net Monthly Earned Income. Multiply the total gross earned income by 20 percent and subtract that
amount from the total gross earned income to determine the net monthly earned income.

C. Unearned Income. Add to net monthly earned income the total monthly unearned income of all
household members, minus income exclusions.

D. Dependent Care Deduction. Subtract allowable monthly dependent care expenses, if any.
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SECTION 7 - DETERMINING INCOME OF SPECIAL HOUSEHOLDS

4700 GENERAL STANDARDS

This section discusses determining the eligibility of households with difficult determinations and/or for
which there are special policies or procedures including students and self-employed.

4710 HOUSEHOLDS WITH A STUDENT(S)

Students have unusual sources of income. Income peculiar to student households includes scholarships,
fellowships, educational grants, deferred payment loans, veteran's educational benefits, cash gifts or
awards for educational expenses, and cash from parents. Such sources of income result in an uneven
cash flow. The payments are usually received in one payment but are intended to cover a specific period
of time--a semester, school year, etc. Likewise, the major expenses of education--tuition and mandatory
fees--are also paid at one time, again emphasizing the uneven cash flow. Students under 18 years of age
are granted an exemption for any income earned through employment or self-employment, except those
no longer under parental control of another household member. (See subparagraph 4544, above.)

4711 Determining Monthly Income - Students

The income and resource definitions and limits, other income exclusions, and the appropriate
deductions apply to students. The following method is used to determine the income of a student for
Food Distribution eligibility:

A. Total all educational loans on which repayment is deferred, grants (including those issued under
Title 1V of the Higher Education Act), scholarships, fellowships, veterans' educational benefits,
Work Study earnings, and the like.

B. Exclude (subtract) from the above total that portion of grants, scholarships, etc. used specifically for
tuition and mandatory school fees. Only that portion of deferred payment educational loans,
scholarships and the like used for such payments are excluded. No separate deduction for
educational expenses is allowed. Do not exclude any payments for tuition or mandatory fees paid
from other income such as earnings or TANF, or paid from resources.

C. Exclude (subtract) reimbursements, from a source outside the household, to students for specific
education expenses, such as travel or books. Portions of a general grant or scholarship that have
been specifically earmarked for education expenses rather than for living expenses are also
excludable as a reimbursement.

D. Include allowances for living expenses.

4712 Averaging the Income After Exclusions

For households receiving scholarships, deferred educational loans, other educational grants or
reimbursements, the income (after exclusions) should be averaged over the period the loans or grants
are provided.
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4713 Determining Eligibility and Benefits
Determine eligibility in accordance with paragraph 4100, above.

4720 HOUSEHOLDS WITH INCOME FROM SELF-EMPLOYMENT

The certification areas affected by self-employment are:

A. Annualization of self-employment income--Self-employment income must be annualized if it
represents a household's annual support, even if received in less than 12 months;

B. Income received under the Federal Housing Administration's "Family Living Plan" is considered
unearned income and must be included in the calculation; and

C. Deductions for the costs of doing business--These deductions are allowed for all self-employment
income. The income does not have to represent all the household's annual support.

4721 Income From Rental Property

Income derived from rental property is considered earned income for the 20 percent earned income
deduction. The cost of doing business, such as advertising fees, repair, etc., shall be deducted from the
rental income.

4722 Income From Capital Gains

The term "capital gains"” refers to the profit from the sale or transfer of capital assets used in a self-
employment enterprise or securities, real estate, or other real property held as an investment for a set
period of time. For Food Distribution purposes only the net profit from the sale or transfer will be
considered as income. When the proceeds from the sale of farm products are reinvested in the farm,
they are considered a cost of doing business. If the proceeds were used to buy food for livestock, it
would be an allowable business expense. If sale proceeds were used to purchase land or make payments
on the mortgage principal, they would not be an allowable cost. Therefore, not all reinvested proceeds
are necessarily an allowable business expense. Net income is to be determined by subtracting any
allowable costs related to that sale or transfer.

4723 Costs of Producing Self-Employment Income -- Allowable Exclusions

Allowable costs of producing self-employment income include, but are not limited to, the identifiable
costs of labor, stock, raw material, seed and fertilizer, interest paid to purchase income producing
property, insurance premiums, and taxes paid on income producing property. When the proceeds from
the sale of farm products are reinvested in the farm, they are considered costs of doing business
expense. While the proceeds from the sale must be counted as income, once those proceeds are
reinvested, they are deducted in the calculation of net income. If a household can document that costs
on that portion of a home used in self-employment enterprise are separate and identifiable, these costs
(except for payments on the mortgage principal) may be excluded as cost of doing business.
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4724 Costs of Producing Self-Employment Income - Unallowable Exclusions

The following items are not considered as a cost of producing self-employment income:

A.

Payments on the principal of the purchase price of income producing real estate and capital assets,
equipment, machinery and other durable goods;

Net losses from previous periods;
Depreciation; and
Federal, State and local income taxes, money set aside for retirement purposes, and other work-

related expenses, such as transportation to and from work. These expenses are accounted for by the
20 percent earned income deduction.

4725 Situations for Averaging Self-Employment Income

A.

C.

When Income Is for a Year. Self-employment income which represents a household's annual
support shall be annualized over a 12-month period, even if the income is received in only a short
period of time. For example, self-employment income received by farmers shall be averaged over a
12-month period if the income is intended to support the farmer on an annual basis. This self-
employment income shall be annualized even if the household receives income from other sources
in addition to self-employment.

When Self-Employment Income Is Received Monthly. Self-employment income which is received
on a monthly basis but which represents a household's annual support shall normally be averaged
over a 12-month period. If, however, the averaged amount does not accurately reflect the
household's actual circumstances because the household has experienced a substantial increase or
decrease in business, the State or local agency shall calculate the self-employment income based on
anticipated earnings.

When Self-Employment Income Is Only Part of Total Income. Self-employment income which is
intended to meet the household's needs for only part of the year shall be averaged over the period of
time the income is intended to cover. For example, self-employed vendors who work only in the
summer and supplement their income from other sources during the balance of the year shall have
their self-employment income averaged over the summer months rather than a 12-month period.

Cases of New Business. If a households' self-employment enterprise has been in existence for less
than a year, the income from that self-employment enterprise shall be averaged over the period of
time the business has been in operation and the monthly amount projected for the coming year.
However, if the business has been in operation for such a short time that there is insufficient
information to make a reasonable projection, the household may be certified for less than a year
until the business has been in operation long enough to base a longer projection.
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4726 Determining Monthly Income - Self-Employment Households

A. When Averaged. For the period of time over which self-employment income is determined, the
State or local agency shall add all gross self-employment income (including capital gains), exclude
the cost of producing the self-employment income, and divide the self-employment income by the
number of months over which the income will be averaged.

B. When Anticipated. For those households whose self-employment income is not averaged but
instead calculated on an anticipated basis, the State or local agency shall add any capital gains the
household anticipates it will receive in the next 12 months, starting with the date the application is
fried, and divide this amount by 12. This amount shall be used in successive certification periods, if
less than a yearly certification is assigned, except that a new average monthly amount shall be
calculated for the next 12-month period if the anticipated amount of capital gains changes. The State
or local agency shall then add the anticipated monthly amount of capital gains to the anticipated
monthly self-employment income. The cost of producing the self-employment income shall be
calculated by anticipating the monthly allowable costs of producing the self-employment income.

4727 Net Monthly Income - Self-Employment Households

The following steps should be followed in determining the monthly food distribution income for
households with income from self-employment enterprises:

A. Total Gross Earned Income. Add the monthly net self-employment income to any other earned
income received by the household.

B. Net Monthly Earned Income. Multiply the total gross earned income by 20 percent and subtract that
amount from the total gross earned income to determine net monthly earned income.

C. Unearned Income. Add to net monthly earned income the total monthly unearned income of all
household members, minus income exclusions.

D. Dependent Care Deduction. Subtract allowable monthly dependent care expenses, if any.

The total net monthly income shall then be compared to the income eligibility standard for the
appropriate household size to determine the household's eligibility.

4730 HOUSEHOLDS WITH DISQUALIFIED MEMBERS

Individual household members may be disqualified for intentional program violation in the Food Stamp
Program or for other reasons. (See subparagraph 3413, above.) During the period of time a household
member is disqualified, the following procedures shall be used to determine the eligibility of any
remaining household members for participation in the Food Distribution Program.
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4731 Applying Financial Eligibility Standards

A. Resources. If not otherwise excludable, the resources of the disqualified member shall continue to
count in their entirety to the remaining household members. If a disqualified member acquires
additional resources during the disqualification period, these are also considered available to the
remaining household members.

B. Income. A pro rata share of the income of the disqualified member shall be counted as income to
the remaining members. This pro rata share is calculated by first subtracting the 20 percent earned
income deduction from the disqualified member's earned income and dividing the total income
evenly among the household members, including the disqualified member. All but the disqualified
member's share is counted as income to the remaining household members.

4740 HOUSEHOLDS WITH NONHOUSEHOLD MEMBERS - SSI

For those nonhousehold members, i.e., SSI recipients in cash-out States, the income and resources of
the nonhousehold member shall not be considered available to the household. Cash payments from the
nonhousehold member to the household are considered income unless the nonhousehold member is
making vendor payments. Vendor payments are excluded as income. If the household shares deductible
expenses with the nonhousehold member, only the amount actually paid or contributed by the household
shall be deducted as a household expense. If the payments or contributions cannot be differentiated, the
expenses shall be prorated evenly among persons actually paying or contributing to the expense and
only the household's pro rata share is deducted.
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CHAPTERV
CERTIFICATION PROCEDURES

SECTION 1 - ACTIONS RESULTING FROM ELIGIBILITY DETERMINATIONS

5100 ACTION ON ELIGIBLE HOUSEHOLDS

When a household has met both the nonfinancial and financial Food Distribution eligibility
requirements, the State or local agency shall issue the household its USDA Commodities within the
appropriate processing time standard. The household's monthly level of USDA Commodities shall be
based on the household's size and shall be adjusted at any time the size changes.

5101 Certification Pending Verification

If the State or local agency cannot determine a household's eligibility within seven working days of the
date the application was filed due to a lack of verification, the State or local agency shall authorize the
distribution of USDA foods to the household for one month pending verification. The information on
the application must be complete and indicate that the household will probably be eligible. No further
distribution of USDA Commodities shall be made without completing required verification.

5110 ESTABLISHING CERTIFICATION PERIODS

Definite periods of time are established within which households are eligible to receive USDA
Commodities. At the expiration of each certification period, entitlement to food distribution ends.
Further eligibility is established only upon a recertification based upon a newly completed application,
an interview, and such verification as required in subparagraph 3508, above. However, benefits shall be
continued beyond the end of the certification period if a household has requested a fair hearing of an
adverse action.

5111 Conformance With Calendar Months

Certification periods shall conform to calendar months. At initial application, the first month in the
certification period is the month in which eligibility is determined. For example, if a household files an
application late in January and the household is determined eligible on the fifth working day of
February, a six month certification would include February through July. Upon recertification the
certification period will begin with the month following the last month of the previous certification
period. For example, if the household cited above is recertified in July for a three month certification
period, the new period of eligibility would include August through October.

5112 Length of Certification Periods
Households shall be assigned a certification period for as long as the household circumstances are

expected to remain stable so that the household should continue to meet the program's eligibility
standards. Certification periods may vary between one and twelve months
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depending on the household's stability of membership, income, and resources; however, in no event
shall a certification period exceed one year. For those self-employed households that receive their
annual income in a short period of time, the State or local agency is encouraged to assign a certification
period that will bring the household into the annual cycle. For example, the State or local agency may
provide for a recertification at the time the household normally receives all or a majority of its annual
income or may prefer to have the annual cycle coincide with the filing of the household's income tax. If
it is anticipated that the household's income will fluctuate significantly, a shorter certification period
should be assigned.

5120 OBTAINING USDA COMMODITIES

5121 Requirements for Identification

The State or local agency may distribute USDA Commodities to only those household members or
authorized representatives presenting an Identification Card (ID) or appropriate identification so long as
the State Agency is satisfied with the identification of the member obtaining USDA Commodities. (See
paragraph 8140, below.)

5122 Frequency of Issuance
State Agencies that choose to issue ID cards shall limit the issuance of ID cards to the time of initial
certification, with replacements made only in the instances of loss, mutilation, destruction or changes in

persons authorized to obtain USDA Commodities for the household.

5130 PROVIDING NOTICES OF ELIGIBILITY

Every applicant household found eligible for food distribution shall be provided with a written notice of
eligibility as soon as a determination is made but no later than seven working days after the date of the
initial application.

5131 Contents of Notice--Required Information

The notice shall inform the household of the level of benefits it will receive and the beginning and
ending dates of the certification period. The notice should also advise the household of its right to a fair
hearing, the telephone number of the food distribution office, and, if possible, the name of the person to
contact for additional information. If there is an individual or organization available that provides free
legal representation, the notice should advise the household of the availability of the services. The State
Agency should also include a reminder of the household's obligation to report changes in circumstances
and of the need to reapply for continued participation at the end of the certification period.

5132 Notices for Expedited Cases
In cases where a household's application is approved on an expedited basis without verification, the

notice shall explain that the verification must be completed prior to any subsequent distribution of
commodities.
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5140 CHANGES DURING THE CERTIFICATION PERIOD

When changes occur within the certification period which affect a household's eligibility or level of
benefits, action must be taken to adjust the household's eligibility.

5141 Reporting Requirements

Certified households are required to report the following changes within ten days of the date the change
becomes known to the household.

A. Changes in income which would effect program eligibility.
B. All changes in household composition, such as the addition or loss of a household member.

C. When cash on hand, stocks, bonds, and money in a bank account or savings institution reach or
exceed a total of $1,750 OR $3,000 for all households with two or more members if at least one
member is 60 years or older.

The State or local agency shall not impose any additional reporting requirements other than those stated
above.

5142 Reporting Requirements for PA or GA Households

When the application for a PA or GA (if approved by FNS) are jointly processed with the Food
Distribution application, PA or GA households have the same requirements to report changes as any
other Food Distribution household. A Food Distribution change report form may be used for this
purpose unless a similar PA or GA form is used. PA or GA households which report changes in
circumstances to the PA or GA worker shall be considered as having reported the changes for Food
Distribution purposes.

5143 How Changes Are Reported

The State Agency may provide households with a report form for reporting the changes covered in
subparagraph 5141, above. Changes reported over the telephone or in person by the household shall be
acted on in the same manner as those reported on the change report form.

A change report form may be provided to newly certified households at the time of certification, at
recertification if the household needs a new form or sent to the household whenever a change report
form is returned by the household. A change report may be provided to households more often at the
State or local agency's discretion.

5150 STATE AND/OR LOCAL AGENCY RESPONSIBILITIES - HOUSEHOLD CHANGES

The State or local agency shall take prompt action on all changes to determine if the change affects the
household's eligibility and benefit level. Even if there is no change in eligibility,
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the State or local agency shall document the reported change in circumstance in the case file. The
household shall be notified of the effect of any change on its benefits. The State or local agency shall
also document the date a change is reported, which shall be the date the State or local agency receives a
report form or is advised of the change over the telephone or by a personal visit.

5151 Increase in Benefits

For changes which result in an increase in a household's USDA Commodities, the State or local agency
shall make the change effective not later than the month following the date the change was reported. At
its option, the State or local agency may make the change effective earlier.

5152 Decrease in Benefits

If the household's level of USDA Commodities decreases or the household becomes ineligible as a
result of the change, the State or local agency shall issue a notice of adverse action within ten days of
the date the change was reported. The decrease in the benefit level shall be made effective not later than
the month following the month in which the notice of adverse action period expires, provided a fair
hearing and continuation of benefits has not been requested. See paragraphs 5160 and 5161, below, for
additional information on time requirements for the notice of adverse action.

5153 Failure To Report Changes

If the State or local agency discovers that the household failed to report a change and, as a result,
received USDA Commodities to which it was not entitled, the State or local agency shall file a claim
against the household. If the discovery is made within the certification period, the household is entitled
to a notice of adverse action if its USDA Commodities are reduced or terminated. A household shall not
be held liable for a claim because of a change in household circumstances which it is not required to
report.

5160 NOTICE OF ADVERSE ACTION

Prior to any action to reduce or terminate a household's USDA foods within the certification period, the
State or local agency shall provide the household timely and adequate advance notice before the adverse
action is taken. The procedures for continuing benefits pending a fair hearing requested during the
advance notice period are discussed in paragraph 5560, below.

5161 Timing of Notice
The advance notice period shall be considered timely if the advance notice period includes at least ten

and no more than twenty days from the date the notice is mailed to the date upon which the action
becomes effective. Also, if the adverse notice period ends on a weekend or
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holiday, and a request for a fair hearing and continuation of benefits is received the day after the
weekend or holiday, the State or local agency shall consider the request.

5162 Timing of Notice for Joint PA or GA and Food Distribution Processing

The notice of adverse action shall be considered timely if the advance notice period conforms to that
period of time defined by the State Agency as an adequate notice period for its PA caseload, provided
that the period includes at least ten days from the date the notice is mailed to the date upon which the
action takes effect. For example, if a notice is mailed October 10, the effective date would be October
20, at the earliest.

5163 Contents of the Notice of Adverse Action

The notice of adverse action shall be considered adequate if it explains in easily understandable
language: (1) the reason for the proposed action; (2) the household's right to request a fair hearing; (3)
when the proposed action will take effect; and (4) the telephone number and name and address of the
person to contact for additional information and the availability of continued benefits.

If there is an individual or organization available that provides free legal representation, the notice shall
also advise the household of the availability of the service.
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SECTION 2 - ACTIONS RESULTING FROM DETERMINATIONS OF
INELIGIBILITY

5200 ACTION ON INELIGIBLE HOUSEHOLDS

When the State or local agency makes a determination that a household is ineligible for Food
Distribution benefits based on financial and/or nonfinancial criteria, a Notice of Denial shall be sent to
the household.

5210 NOTICE OF DENIAL

Each household denied eligibility shall be provided a written notice of denial explaining:
A. The basis for the denial;
B. The household's right to request a fair hearing;

C. The telephone number of the Food Distribution office and the name and address of the person to
contact for additional information; and

D. If there is an individual or organization available that provides free legal representation, the notice
shall also advise the household of the availability of the service.

5211 Time Limit for Providing Notice
Households that are found to be ineligible shall be sent a notice of denial as soon as possible, but not

later than seven working days excluding weekends and holidays following the date the application was
filed.
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SECTION 3 - RECERTIFICATION

5300 GENERAL REQUIREMENTS

The State or local agency shall develop a procedure for notifying a household that it must reapply to be
recertified for participation near to the end of its certification period.

Households applying for recertification in the last month of the current certification period shall be
provided an opportunity to obtain USDA Commodities on an uninterrupted basis. The State or local
agency shall continue distribution of USDA Commodities to a household denied for further
participation at the time of recertification if the household requests a fair hearing. The joint processing
requirements for PA or GA households continue to apply for recertification procedures.

5310 NOTICE OF EXPIRATION OF CERTIFICATION

The State or local agency may provide each household with a notice of expiration of its certification in
the last or next-to-last month of the certification period.

5311 Contents of Notice

Each State Agency may use a notice of expiration. The notice of expiration should include the: A. Date

the current certification period ends;
B. Date by which the household must file an application to receive uninterrupted benefits;
C. Address of the office where the application must be filed;

D. Consequences of failure to comply with the notice of expiration (i.e., loss of right to uninterrupted
benefits unless the household has good cause); and

E. Household's right to file the application by mail or through an authorized representative.

The State Agency is encouraged to include an application form with a notice of expiration if one is used
by the State Agency.

5320 HOUSEHOLD FAILURE TO SUBMIT A TIMELY REAPPLICATION

A household which fails to submit a timely application for recertification shall lose its right to
uninterrupted benefits. Households which refuse to cooperate in providing information shall be denied.
Any application not submitted in a timely manner shall be treated as an application for initial
certification, except that for applications received within thirty days after the certification period
expires, previously verified income need not be verified if the source has not changed and the amount
has changed by $50 or less in a quarter.
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SECTION 4 - CHOICE OF PROGRAMS

5400 CHOICE OF PROGRAMS

Households eligible for either the Food Stamp Program or Food Distribution Program on Indian
Reservations, where both programs are available, may elect to participate in either program. A pending
disqualification hearing for intentional program violators shall not affect the individual's or household's
right to be certified and participate in the Food Distribution Program. The individual or household may
continue to participate in either program until they have been officially terminated.

No household on any Indian reservation shall be permitted to participate simultaneously in the Food
Stamp Program and the Food Distribution Program. However, a household certified in the Food Stamp
Program must terminate its participation in the Food Stamp Program before receiving Food Distribution
Program benefits.

5410 ALLOWABLE TIMES FOR CHANGING PROGRAMS

Households may elect to participate in one program and subsequently elect the other at the end of the
certification period. Households may also elect to switch from one program to the other within a
certification period, but only by terminating their participation and notifying the State or local agency
of their intent to switch programs. Households certified in either the Food Distribution or Food Stamp
Program on the first day of the month can only receive benefits in the program for which they are
currently certified during the month.

5420 NOTIFICATION TO THE STATE AGENCY

At the point the household elects to change programs the household or its authorized representative
should notify the State Agency either verbally or in writing of its intent to switch programs and file an
application for the program in which it wishes to participate.

5430 STATE ORLOCAL AGENCY ACTION AND BENEFIT ENTITLEMENT

Households that have notified the State Agency of their intent to switch programs shall have their
eligibility terminated for the program in which they are currently participating on the last day of the
month in which the household notifies the State Agency of their intent to change programs. Entitlement
in the program for which they are now applying, if all eligibility criteria are met, would begin in the
month following the month of termination in the previous program. For example, if a household
participating in the Food Distribution Program in May notified the State or local agency of its intent to
change programs on May 15th, the household could immediately apply for the Food Stamp Program. If
eligible for both programs, the household would receive USDA Commodities in May and Food Stamps
in June.
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SECTION 5 - FAIR HEARINGS
5500 GENERAL
This section describes the fair hearing process through which households which believe they have been
aggrieved by some State or local agency action may have the action reviewed by an impartial third
party. Each State Agency shall provide a fair hearing to any household aggrieved by any action of the

State or local agency which affects the participation of the household in the program.

5510 NOTIFICATION OF RIGHT TO REQUEST HEARING

At the time of application, each household shall be informed in writing of its right to a hearing, of the
method by which a hearing may be requested, and that its case may be presented by a household
member or representative, such as a legal counsel, a relative, a friend or other spokesperson. In
addition, at any time the household expresses to the State Agency that it disagrees with a State or local
agency action, the household shall be reminded of the right to request a fair hearing. If there is an
individual or organization available that provides free legal representation, the household shall also be
informed of the availability of that service. Hearing procedures shall be published by the State Agency
and made available to any interested party.

5520 REQUEST FOR HEARING

A request for a hearing is a clear expression, oral or written, by the household or its representative that
it wishes to appeal a decision or present its case to a higher authority. If it is unclear from the
household's request what action it wishes to appeal, the State Agency may request the household to
clarify its grievance. The freedom to request a hearing shall not be limited or interfered with in any
way.

5521 Time Period for Requesting Hearing

A household shall be allowed to request a hearing on any action by the State Agency which occurred in
the past ninety days.

5530 ACTION ON HEARINGS

The State agency shall process requests and shall implement hearing decisions as provided below.
5531 Receipt of Request

Within sixty days of receipt of a request for a fair hearing, the State Agency shall conduct the hearing,
arrive at a decision, and notify the household and local agency of the decision. Decisions which result
in an increase or decrease in USDA foods shall be reflected in the next scheduled distribution following
receipt of the hearing decision.
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5532 Household Requests for Postponement

The household is entitled to a postponement of the hearing, if it asks for one. The postponement shall
not exceed 30 days and the time limit for action on the decision may be extended for as many days as
the hearing is postponed. For example, if a State level hearing is postponed by the household for ten
days, notification of the hearing decision will be required within seventy days from the date of the
request for a hearing.

5540 AGENCY CONFERENCE

The State Agency shall offer agency conference to households which ask for immediate resolution of a
denial of eligibility for food distribution benefits. The State Agency may also offer agency conferences
to households adversely affected by an agency action. The State Agency shall advise households that
use of an agency conference is optional and that it shall in no way delay or replace the fair hearing
process. The agency conference may be attended by the eligibility worker responsible for the agency
action and shall be attended by an eligibility supervisor or the agency director, or both. An agency
conference may lead to an informal resolution of the dispute. However, a fair hearing must still be held
unless the household makes a written withdrawal of its request for a hearing. State Agencies should
provide a notation in the appropriate participant casefile of the date of the conference, a brief statement
regarding the issue and outcome.

5541 Time Limit for Agency Conference Regarding Expedited Service
An agency conference for households requesting an immediate resolution by a higher authority shall be
scheduled within four working days unless the household requests that it be scheduled later or states

that it does not wish to have an agency conference.

5550 STATE AGENCY RESPONSIBILITIES ON HEARING REQUESTS

Upon request, the State Agency shall make available without charge the specific materials necessary for
a household or its representative to determine whether a hearing should be requested or to prepare for a
hearing. If the individual making the request speaks a language other than English and the State Agency
is required to provide bilingual staff or interpreters who speak the appropriate language, the State
Agency shall ensure that the hearing procedures are verbally explained in that language. Upon request,
the State Agency shall also help a household with its hearing request. If the household makes an oral
request for a hearing, the State Agency shall complete the procedure necessary to start the hearing
process. Households shall be advised of any legal service available that can provide representation at
the hearing.

5551 Rules of Procedure

The State Agency shall publish clearly written uniform rules of procedure that conform to the
Regulations and shall make the rules available to any interested party. At a minimum, the uniform rules
of procedures shall include all time limits for filing requests and appeals, advance notification
requirements, hearing timeliness standards, and the rights and responsibilities of persons requesting a
hearing.
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5552 Denial or Dismissal of Request for Hearing
The State Agency shall not deny or dismiss a request for a hearing unless the:
A. Request is not received within the time period specified in subparagraph 5521, above;
B. Request is withdrawn in writing by the household or its representatives; or
C. Household or its representative fails, without good cause, to appear at the scheduled hearing.

5560 CONTINUATION OF BENEFITS

If a household asks for a fair hearing and continuation of benefits within a period provided by the notice
of adverse action the household's participation in the program shall be continued on the basis authorized
immediately prior to the notice of adverse action unless the household specifically waives continuation
of benefits. The form for requesting a fair hearing shall contain space for the household to indicate
whether or not continued benefits are requested. If the form does not positively indicate that the
household has waived continuation of benefits, the State Agency shall assume that the continuation of
benefits is desired and that the benefits shall be issued accordingly. If the State Agency action is upheld
by the hearing decision, a claim against the household shall be established for all overissuance of
USDA foods. If a hearing request is not made within the period provided by the notice of adverse
action, benefits shall be reduced or terminated as provided in the notice. However, if the household
establishes that its failure to make the request within the advance notice period was for good cause, the
State Agency shall reinstate the benefits to the prior basis. When benefits are reduced or terminated due
to a mass change, participation on the prior basis shall be reinstated only if the issue being contested is
that food distribution eligibility or benefits were improperly computed or that Federal law or regulation
is being misapplied or misinterpreted by the State Agency.

5561 Reduction or Termination of Benefits

The State Agency shall promptly inform the household in writing if benefits are reduced or terminated
pending the hearing decision. Once continued or reinstated, benefits shall not be reduced or terminated
prior to the receipt of the official hearing decision except as follows:

A. Issue of Federal Law or Regulation. The hearing official makes a preliminary determination, in
writing and at the hearing, that the sole issue is one of Federal law or regulation and that the
household's claim that the State agency misapplied such law or regulation is invalid.

B. Subsequent Changes in Circumstances. A change affecting the household's eligibility or level of
benefits occurs while the hearing decision is pending and the household fails to request a hearing
after the subsequent notice of the adverse action.
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5562 Retroactive Benefits

The Food Distribution Program does not provide retroactive benefits. Issuing retroactive benefits could
lead to food waste or encourage the sale of commodities for cash.

5563 Notification of the Hearing

The time, date, and place of the hearing shall be arranged so the hearing is accessible to the household.
At least fifteen days prior to the hearing, advance written notice shall be provided to all parties
involved to permit adequate preparation of the case. However, the household may request less advance
notice to expedite the scheduling of the hearing. The notice shall contain the following:

A. Name of the Agency Contact Person. The notice shall contain the name, address, and phone number
of the person to notify in the event it is not possible for the household to attend the scheduled
hearing.

B. Possibility of Dismissal for Failure To Appear. The notice shall advise the household that the State
Agency will dismiss the hearing request if the household or its representative fails to appear for the
hearing without good cause.

C. State Hearing Procedures. The notice shall include the State agency hearing procedures and any
other information that would provide the household with an understanding of the proceedings and
would contribute to the effective presentation of the household's case.

D. Right To Examine the Casefile. The notice shall explain that the household or representative may
examine the case file prior to the hearing.

5570 THE HEARING OFFICIAL

Hearings shall be conducted by an impartial official(s) who does not have any personal stake or
involvement in the case, who was not directly involved in the initial determination of the action which
is being contested, and was not the immediate supervisor of the eligibility worker who took the action.
5571 Designation and Qualifications of the Hearing Official

The hearing official shall be any of the following:

A. An employee of the State Agency;

B. An individual under contract with the State Agency;

C. An employee of another public agency designated by the State Agency to conduct hearings;

D. A member or official of a statutory board or other legal entity designated by the State Agency to
conduct hearings; or
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E. An executive officer of a State Agency, a panel of officials of the State Agency or a person or
persons expressly appointed to conduct hearings or to review hearing decisions.
5572 Powers and Duties of the Hearing Official
The hearing official shall have the following powers and duties:

A. Administer Oaths. The hearing official shall administer oaths of affirmation if required by the
State.

B. Ensure Consideration of Issues. The hearing official shall ensure that all relevant issues are
considered.

C. Record Evidence. The hearing official shall request, receive and make part of the record all
evidence determined necessary to decide the issues being raised.

D. Regulate the Conduct of the Hearing. The official shall regulate the conduct and course of the
hearing consistent with due process.

E. Render a Hearing Decision. The hearing official shall provide a hearing record and
recommendation for final decision by the hearing authority, or if the hearing official is the hearing
authority, render a decision in the name of the State Agency, in accordance with paragraph 5590,
below, which will resolve the dispute.

5573 Hearing Authority

The hearing authority shall be the person designated to render the final administrative decision in a
hearing. The same person may act as both the hearing official and the hearing authority. The hearing
authority shall be subject to the requirements specified in subparagraph 5571, above.

5580 CONDUCT OF THE HEARING

The hearing shall be attended by a representative of the State Agency and of the local agency if it
initiated the action being contested and by the household or its representative or both. The hearing may
also be attended by friends and relatives of the household if the household so chooses. However, the
hearing official shall have the authority to limit the number of persons in attendance at the hearing if
space is limited.

5581 Household's Rights
The household may not be familiar with the roles of order and it may be necessary to make particular

efforts to arrive at the facts of the case in a way that makes the household feel most at ease. The
household or its representatives have the following rights during the hearing process:
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A. Examine Documents. The household or its representative must be given adequate opportunity to
examine all documents and records to be used at the hearing at a reasonable time before the date of
the hearing as well as during the hearing. The contents of the case file including the application
form and documents of verification used by the State or local agency to establish the household's
ineligibility or eligibility and level of benefits shall be made available. However, confidential
information, such as the names of individuals who have disclosed information about the household
without its knowledge or the nature or status of pending criminal prosecutions, shall be protected
from release. If requested by the household or its representative the State Agency shall provide a
free copy of the relevant portions of the case file. Confidential information that is protected from
release and other documents or records which the household will not otherwise have the opportunity
to contest or challenge shall not be presented at the hearing or affect the hearing official's decision.

B. Present Case. The household may present the case itself or have it presented by a legal counsel or
other person.

C. Bring Witnesses. The household or its representative may bring witnesses to support its case m the
appeal.

D. Advance Arguments. The household or its representatives shall be allowed to advance arguments
without undue interference.

E. Question Evidence. The household or its representative may question or refute any testimony or
evidence, and may confront and cross-examine adverse witnesses.

F. Submit Evidence. The household or its representative may submit evidence to establish all pertinent
facts and circumstances in the case.

5590 THE HEARING DECISION

Decisions of the hearing authority shall comply with Federal law or regulations and shall be based on
the hearing record. The verbatim transcript or recording of testimony and exhibits, or an official report
containing the substance of what transpired at the hearing, together with all papers and requests filed in
the proceeding, shall constitute the exclusive record for a final decision by the hearing authority. This
record shall be retained in accordance with the regulations. This record shall also be available, for
copying and inspection, to the household or its representative at any reasonable time.

5591 Effect and Content of the Hearing Decision
A decision by the hearing authority shall be binding on the State Agency and shall summarize the facts

of the case, specify the reasons for the decision, and identify the supporting evidence and the pertinent
Federal regulations. The decision shall become a part of the record.
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5592 Notification of the Hearing Decision
The household and the local agency shall each be notified in writing of the decision; the reasons for the
decision in accordance with subparagraph 5591, above; the available appeal rights; and that the
household's benefits will be issued or terminated as decided by the hearing authority. The notice shall
advise that an appeal request may result in a reversal of the decision.

5593 Implementation of Hearing Decisions

The State Agency is responsible for ensuring that all final hearing decisions are reflected in the
household's next scheduled distribution following receipt of the hearing decision.

5594 Household Appeal Rights

The household has the right to appeal an adverse fair hearing decision. After a State level hearing
decision which upholds the State Agency action, the household shall be notified of the right to pursue
judicial review of the decision.

5595 Public Access to State Agency Hearing Records

All State Agency hearing records and decisions shall be available for public inspection and copying,

subject to the disclosure safeguards provided in paragraph 1330, above, and provided identifying names
and addresses of household members and other individuals are kept confidential.
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SECTION 6 - STATE AGENCY CLAIMS PROCEDURE AGAINST HOUSEHOLDS

5600 CLAIMS AGAINST HOUSEHOLDS

Each State agency shall establish a claim against any household that has received more USDA
commodities than it is entitled to receive. Overissuance means the amount by which food issued to a
household exceeds the amount it was eligible to receive.

5610 INSTANCES REQUIRING A CLAIM DETERMINATION

Instances which may result in a claim include, but are not limited to, the following:

A.

G.

Household provided incorrect or incomplete information on the application at the time of
certification.

Household failed to report subsequent income or resource changes, or changes in household
composition that affected eligibility or benefit levels.

Household participated in both the Food Stamp Program and the Food Distribution Program at the
same time, or participated in the Food Distribution Program in more than one location. In instances
of dual participation, the last program to certify a household bears the responsibility for claims
activity against the household when it is determined the household has been previously certified for
another program.

Household was found ineligible for commodities, or eligible for fewer commodities than it received
while a fair hearing decision was pending.

State agency failed to take immediate action on changes reported by households, which resulted in
overissuances, whereby recipients received more commodities than they were entitled to or were
ineligible as a result of reported changes.

State agency erroneously calculated the household's eligibility during verification of certification,
and an eligible or ineligible household received commodities to which it was not entitled.

Household received an overallotment of commodities for the month(s).

For claim situations involving changes that a household was obligated to report, special attention must
be given to assure that the time frames for the Notice of Adverse Action have been followed when
calculating the month(s) the overissuance occurred. (See paragraphs 5160 and 5163, above.)

5-16



FNS HANDBOOK 501

5620 CRITERIA FOR ESTABLISHING CLAIMS

Any overissuance occurring within the 12-month period before discovery of an error shall be included
in the claim determination. Any overissuance which occurred prior to 12 months before discovery of an
error shall be excluded. For example, an error is found in the issuance of food to a household on July
11, 1998, and this overissuance started June 1, 1997. The only period counted as part of the claim
would be from July 11, 1997 to July 11, 1998.

5621 Procedural Errors
A claim shall not be established if an overissuance occurred as a direct result of the following error:

A State agency failed to ensure that a household signed the application form, or continued to receive
commodities after its certification period had expired without benefit of a reapplication determination.

5630 CALCULATING THE AMOUNT OF CLAIM

After excluding those months that are more than 12 months prior to the date the overissuance was
discovered, the State agency shall determine the correct amount of benefits the household should have
received based on the number of months the household participated while receiving the overissuance.
The quantity of food items overissued multiplied by the number of months the household received them,
times the average value of each of the items constitutes the claim amount. If this claim amount is less
than $35, the claim need not be flied. However the claim determination must be documented and placed
in the appropriate household file.

5631 Formula of Claims

The calculation of any claim can be accomplished by using the formula below for each commodity
distributed, and then adding up the individual costs of all the commodities overissued to obtain the total
value of the commodities. This will result in a total value of the claim. All numerical figures to be
applied in the calculation should be taken from the USDA Commodity File listing.

A. Unit of food item overissued/month x number of months = total number of each unit overissued.

B. Total number of each unit x average food value/unit = value of unit overissued.

C. Add all values of units for total claim amount.
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5632 Example of Claim Collection

If a household received an overallotment of commodities from March 1998 to August 1998, consisting
of:

4 cans of pork with natural juices
2 loaves of process cheese
7 cans of corn

2 jars of peanut butter

To calculate the value of the claim you would:

A B C D
AVG.

UNITS TOTAL VALUE VALUE OF

OVER # OF UNITS PER OVERISSUANCE
COMMODITY ISSUED MONTHS | OVERISSUED UNIT (CxD)

(AxB)

Pork, Canned 4 cans 6 24 $1.00 $24.00
Cheese, Process | 2 loaves 6 12 $1.50 $18.00
Corn, Canned |7 cans 6 42 $ .60 $25.20
Peanut Butter | 2 jars 6 12 $1.80 $21.60
Total $88.80

A sample worksheet for calculating the value of the claim is attached as Exhibit M-1, attached. 5640

COLLECTION ACTION

The State agency shall initiate collection action by sending the household a written letter which informs
the household of the amount owed; the reason for the claim; information about how to pay the claim
(e.g., by making payments or lump sum); and the right to request a fair hearing.

5641 Method of Collection

Payments in collection of claims shall be made in cash (check) or money order payable to FNS. All
monies received by the State agency shall be forwarded to the FNS Regional Office. Payments shall not
be made in returned commodity foods; nor shall households be allowed to refuse their current monthly
food allotment in payment of the claim amount.
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5642  Suspension of Collection

At a minimum, the State agency shall send the household one demand letter. The State agency may
suspend further demand letters if any of the following conditions apply:

A. Household has not misrepresented its household status in order to receive benefits or increase
benefits (see subparagraph 5662, below); or

B. Household is not able to pay the claim or the entire amount of the claim because the household has
little or no income or resources; or

C. Household cannot be located; or

D. Cost of additional collection procedures would likely exceed the amount to be recovered. (See
paragraph 5630, above.)

Unless one of the above criteria applies, the State agency shall send the household additional demand
letters in no more than 30-day intervals for a maximum of three letters. Households which are to be
disqualified shall be sent at least two demand letters before action is taken to disqualify the household.

A sample demand letter is attached as Exhibit M-2, attached.

5650 TERMINATING COLLECTION OF A CLAIM

A claim shall be determined uncollectible after it is held in suspense for 3 years.

5651 Change in Household Composition - Claims

The State agency shall initiate collection against the head of the household or against the individual
who was the head of the household at the time of the claim. If the head of the household is no longer
living or cannot be located, the State agency shall pursue collection against the remaining household
members.

5660 DISQUALIFICATION

Households may be disqualified from participation for failure to pay a claim under the following
circumstances:

A. Amount of the claim is greater than $100.
B. Claim is not the result of an administrative error on the part of the State agency.

C. Household has refused to pay the claim or has agreed to pay according to the payment schedule but
has not actually paid the claim.

A disqualified household may not receive benefits during the period of disqualification.
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5661 Waiver of Disqualification

The State agency may waive disqualification if in the opinion of the State agency, the disqualification
would cause undue hardship to the household. Any household whose participation will be ended due to
an unpaid claim shall be given advance notice (see paragraph 5160, above) and may request a fair
hearing. The State agency may waive the disqualification if the household pays the claim at any time
during the disqualification period thus canceling the disqualification period.

5662 Misrepresentation

Any household that willfully, or with reckless disregard to accuracy misrepresents, or provides
information which is known to be incorrect regarding household size, income, resources or other
eligibility factors which result in the household receiving more benefits than it would otherwise be
entitled to receive, shall be disqualified from participation for a period from 3 months to 6 months. The
period of disqualification shall be determined by the State agency, and shall be based on the seriousness
of the misrepresentation. Prior to disqualification, the household must receive advance notice (see
paragraph 5160, above) and may request a fair hearing.

5663 FDPIR Fraud

Any household or individual that has been convicted of fraud by a court shall be disqualified for 3 to 6
months or for the length of time the court imposes for disqualification which may be longer. The State
agency need not hold up collection of a claim while an individual or household suspected of fraud is
investigated or is undergoing court procedures. The State agency may, however, postpone collection of
a claim if the prosecutors of the case request this. A claim owed for overissued commodities shall be
established whether or not the court fined or penalized the individual or household. If possible,
repayment for commodities received fraudulently should be considered at the court hearings.

5670 NO REDUCTION IN BENEFITS

State agencies may not recover benefits from households by reducing the amount of commaodities the
household would otherwise receive. Households may be disqualified for failure to repay a claim in
accordance with paragraph 5660, above.

5680 ENS APPROVAL

Any supplemental procedures for initiation and resolution of claim determinations developed by the
State agency must be approved by FNS.
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CHAPTER VI
ORDERING AND RECEIPT OF USDA COMMODITIES

SECTION 1 - USDA COMMODITY ORDERING PROCEDURES

6100 DESIGNATION OF A DESTINATION FOR DELIVERY OF USDA
COMMODITIES

The State Agency shall order USDA Commodities on a monthly, bi-monthly, or quarterly basis for
shipment to a destination(s) designated by the State Agency or Indian Tribal Organization with the
assistance of the appropriate FNS Regional Office. The destination(s) shall be selected prior to ordering
any USDA Commodities and shall remain in effect until formally changed or deleted by the State
Agency.

6101 Selection Criteria

Selection of a destination for USDA Commodity shipments shall be based on the following factors:
A. Adequacy of available storage facilities, including dry, cool and/or freezer capabilities.

B. Accessibility to local distribution warehouse(s) in the service area.

C. Minimization of shipping costs to USDA.

D. Ability to accept rail or truck deliveries.

6102 Notification of Destination Selection

The State Agency shall notify the appropriate FNS Regional Office of its destination selection(s) by
Form FNS-7, Destination Data for Delivery of Donated Foods (see Exhibit N, attached). An "entity"
code will be assigned by the USDA Kansas City Farm Service Agency's (FSA) Commodity Office to
facilitate shipments. The entity code and destination city must be entered on all orders which are to be
shipped to the specified destination. The State Agency shall maintain a current Form FNS-7 file
including any changes or deletions of a destination(s) subsequent to the filing of the original Form

FNS-7.

6110 ESTIMATING USDA COMMODITY NEEDS

The State Agency shall base the kinds and amounts of USDA Commodity orders on the following
factors:

A. Participation.

1. [Initial start-up participation data shall be obtained by averaging Food Stamp Program
participation for the three months prior to the month in which the order is placed.
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2. After the program is operative, participation data shall be obtained by averaging food
distribution participation for the first two months of the quarter in which the order is being
placed.

. Maintenance of a three month supply of available USDA Commodities by food group, where
feasible.

. Distribution rates as stated in the Food Distribution Program on Indian Reservations -Monthly
Distribution Guide Rate by Household (see Exhibit O, attached).

. Household preferences for the various foods offered in the USDA Commodity package. Before the
initial order of the USDA Commodities is placed with the Department, the State Agency shall
survey potential households to determine which varieties of USDA Commodities they would prefer
to receive. To the maximum extent possible, USDA Commodity orders shall be placed in accordance
with the results of the survey. It is important to explain to the potential households that all of their
USDA Commodity selections may not be distributed because of procurement, shipping, storage, and
other related problems.

. After the Food Distribution Program has been implemented, food preferences may be obtained by
the following methods:

1. During distribution, households may be interviewed by the distribution clerk, or other program
personnel, to determine which varieties of USDA Commodities they prefer and which foods they
would like to see distributed in the future.

2. During distribution, a preprinted paper may be given to the households listing the varieties of
foods that may be available for distribution the following month. The preprinted paper should
also contain maximum amounts of food authorized by family size. Households may fill in the
types and amounts of food they would prefer to receive at the next distribution.

3. After the program had been in operation for a few months, the refusal and acceptance of each
USDA Commaodity should be analyzed to determine which USDA Commodities are the most and
least preferred by the household.

The amount of inventory in the State Agency's storage for each USDA Commodity item.
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6120 ORDERING USDA COMMODITIES

6121 Submission of USDA Commodity Pre-Orders

The State Agency/Indian Tribal Organization shall submit quarterly pre-orders of the amounts of USDA
commodities needed to the appropriate FNS Regional Office prior to the quarter in which they will be
received. The appropriate FNS Regional Office will inform the State Agency/Indian Tribal Organization
when the pre-orders are due.

6122 Notice of Allocation

A. Direct Shipment. A shipment consisting of a full truckload of a single commodity to be delivered
directly from a vendor or USDA storage to a State Agency/Indian Tribal Organization. It is
recommended that State Agencies/Indian Tribal Organizations order direct shipments when (1)
sufficient storage space is available for supplying a full food package; and (2) inventories relative to
participation do not exceed a three-month supply. (See subparagraph 7431, below.)

Upon purchase of a USDA commodity, the appropriate FNS Regional Office shall notify the State
Agency/Indian Tribal Organization of its allocation. If the State Agency wishes to refuse all or part
of the allocation, the appropriate FNS Regional Office should be notified as soon as possible,
preferably 21 days prior to the first day of the scheduled shipping period. The State Agency shall
provide written notification to the appropriate FNS Regional Office stating the reason for the
refusal.

B. Multi-Food Shipment. A shipment consisting of a combination of three or more commodities,
which together total a truckload. The orders are filled from Federal inventory, and consolidated to
be shipped as one unit. State Agencies/Indian Tribal Organizations should utilize the multi-food
ordering option when (1) storage space is limited; or (2) when only partial quantities of individual
foods are needed.

Upon submission of the multi-food orders to the FSA Kansas City Commodity Office for processing,
the appropriate FNS Regional Office shall notify the State Agency/Indian Tribal Organization of its
allocation. If the State Agency wishes to refuse all or part of the allocation, the appropriate FNS
Regional Office should be notified as soon as possible, preferably 21 days prior to the first day of the
scheduled shipping period. The State Agency shall provide written notification to the appropriate FNS
Regional Office stating the reason for the refusal.
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6130 FEOOD REQUISITION

The State Agency shall order each USDA Commodity individually on a Form FNS-52, Food Requisition
(see Exhibit Q, attached) or FNS-53, Multi-Food Requisition (see Exhibit Q-1, attached).

A. Form FNS-52, Food Requisition. This form is used by the State Distributing Agency/Indian Tribal
Organization to request USDA commodities individually, and furnish shipping instructions to the
Department.

B. Form FNS-53, Multi-Food Requisition. This form is used by the State Distributing Agency/Indian
Tribal Organization to request multi-food shipments from USDA leased storage facilities and to
furnish shipping instructions to the Department.

State Agencies may submit electronic versions of Forms FNS-52 and FNS-53.

6140 CANCELLATION OF ORDERS

If the State Agency determines that it has ordered an excessive amount of a USDA Commodity that
cannot be effectively used in the program, it shall immediately notify the appropriate FNS Regional
Office by telephone to request cancellation of the order. Immediate notification permits the Department
to cancel the order before it has been purchased. If the Department had already purchased the USDA
Commodity, it can divert the product to another State Agency that can effectively use the food or it can
be placed in storage. Written notification shall be submitted to the appropriate FNS Regional Office to
cancel food orders.

6150 REDONATIONS

State Agencies shall request redonation of any USDA Commodity in inventory which it cannot
effectively use in the program. Request for redonations shall be made to the appropriate FNS Regional
Office. When the State Agency can satisfactorily demonstrate to the appropriate FNS Regional Office
that the need for the redonation results from no fault or negligence on its part, the Department shall
assume transportation costs. Prior to any redonation, the State Agency shall have the USDA Commodity
inspected to determine if the product is fit for human consumption.

6151 State Agency Fault or Negligence
When the State Agency does not satisfactorily demonstrate that the need for the redonation did not

result from fault or negligence on its part, the State Agency shall assume all transportation and related
costs.
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6152 At the Department's Request
Whenever a redonation of USDA Commodities is made at the request of FNS, the Department shall
have the USDA Commodities inspected and pay all transportation and related costs of the shipment
except where re. donation is necessary to prevent loss through fault or negligence on the part of the
State.

6160 USDA COMMODITY ORDERING PROCEDURES FOR A LOCAL AGENCY

The State Agency shall provide instructions and forms to the local agency with which to make estimates
of USDA Commodity needs and with which to order. The shipment periods may vary from one to three
months depending on the State Agency's warehouse and transportation facilities. Therefore, the
inventory in storage requirements may vary. For example, if the State Agency ships the USDA
Commodities on a monthly basis, at least a one and one-half month supply per food group should be
maintained. If shipments are to be made every three months, a three and one-half month supply should
be maintained.

Regardless of the system the State Agency has, the local agency shall base USDA Commodity estimates
and orders on the following factors:

A. Participation data.
B. Inventory in storage.

C. Distribution rates as stated in the Food Distribution Program on Indian Reservations -Monthly
Distribution Guide Rate by Household Size (see Exhibit O).

D. History of local food preferences.

E. Local storage capacity and conditions.

6-5



FNS HANDBOOK 501

SECTION 2 - USDA COMMODITY RECEIPT PROCEDURES

6200 GENERAL

When a USDA Commodity has been shipped by the vendor or transported from USDA storage, the
Kansas City FSA Commodity Office will provide written notification to the State Agency/Indian Tribal
Organization via the KC-269A Forwarding Notice for direct shipments which will provide the following
information:

A. The date of shipment.

B. The mode and identification of transportation.

C. The origin and destination of the shipment.

D. The USDA Commodity and the quantity shipped.

Written notification containing this information for multi-food orders uses the PPCR71, Consignee
Report.

6210 STATE AGENCY RESPONSIBILITIES

Within 24 hours of the day the USDA commodity arrives at the destination, the carrier shall notify the
State Agency by telephone or facsimile, and it shall be the State Agency's responsibility to assure that
the railcar or truck is inspected and unloaded within a reasonable time in order to avoid demurrage
charges. In addition, if a part of the shipment is intended for another destination, it is the State
Agency's or consignee's responsibility to assure that the load is properly leveled and braced prior to its
departure for the next stop.

6211 Shipment Inspection Procedures

The State Agency or consignee shall examine all shipments, prior to accepting or unloading the USDA
Commodities, to ascertain the following information:

A. If temperatures for refrigerated and frozen products are adequate to assure that the USDA
Commodities are in good condition.

B. If there is damage to canned goods, such as dented, bulging discolored, or disfigured ,cases or cans,
which might indicate spoilage or deterioration.

C. If dry USDA Commodities such as nonfat dry milk, flour, and other grain products show signs of
insect or rodent infestation.

D. If there is a shortage or overage in the shipment.
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6212 Over, Short, or Damaged Shipments
When a shipment is received and found to be over or short in quantity or damaged in total or in part, the
State Agency shall notify the delivering carrier immediately by telephone. The State Agency shall also
prepare Form FNS-57, Report of Shipment Received Over, Short and/or Damaged (See Exhibit S,
attached), and forward it to the Kansas City FSA Commodity Office. The State Agency shall not refuse
the shipment without prior approval from the appropriate FNS Regional Office.
6213 Receipt of Out-of-Condition Commodities
When a shipment is received in which all or a major part of the USDA Commodity appears to be unfit
for human consumption, the State Agency shall immediately notify the appropriate FNS Regional
Office by telephone and request an inspection. Subsequently, it may be necessary to refuse the entire
carlot or truckload. This action should not be taken without prior consent of the appropriate FNS
Regional Office.
6214 Notification of Out-of-Condition Shipment of USDA Commodity

When reporting a carlot or truckload of an out-of-condition USDA Commodity, the State Agency shall
give the following information to the appropriate FNS Regional Office by telephone and in writing:

A. Name of the USDA Commodity.

B. Delivery order number.

C. Date the shipment was received.

D. Date of discovery.

E. Description of the condition of the USDA Commodity.

F. Location of the USDA Commodity.

G. Name of the person having custody of the USDA Commodity.
H. Quantity that is in questionable condition.

I. Protection given the USDA Commodity after receipt.

6215 Receipt of USDA Commodity With Latent Defects

If the USDA Commodity is found to have a latent defect after it is received, and it is believed that the

vendor is at fault, the State Agency shall report the loss to the appropriate FNS Regional Office by
telephone and confirm the report in writing. The report must contain the following information:
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A. Name of the USDA Commodity.

B. Delivery order number.

C. Date the shipment was received.

D. Date of the discovery of the defective condition.

E. Condition of the USDA Commodity.

F. Location of the USDA Commodity.

G. Quantity on hand that is out-of-condition.

H. Protection given the USDA Commodity after receipt.

I. The name and title of the person who determined the USDA Commodity was unfit for human
consumption.

J. Any information which might help establish the vendor's liability.

The out-of-condition USDA Commodity shall not be disposed of or destroyed unless it creates a hazard
for other USDA Commodities stored near it; however, it should be segregated from other foods
immediately. If immediate disposal is necessary the State Agency shall request permission from the
appropriate FNS Regional Office by telephone. The quantity of the USDA Commodity and the manner
in which it was disposed shall be included in the State Agency's report to the appropriate FNS Regional
Office.

6216 Salvage of USDA Commodities

If some of the USDA Commodities in a damaged shipment are salvageable, it is the State Agency's
responsibility to save as much of the USDA Commodity as practicable. Out-of-pocket expenses, such as
labor or packaging costs, incurred by the State Agency or by the local consignee during a salvage
operation are reimbursable by the USDA.

6217 Form KC-269(A), Forwarding Notice, as a Consignee Receipt

The Forwarding Notice provides advance notice of the quantities of donated food ordered for shipment
by the FSA Kansas City Commodity Office for the order(s) shown. (See Exhibit T, attached.) The
notice usually includes the mode of transportation. The Consignee Receipt (on the reverse side of the of
the KC-269A) must be completed by the State Agency/Indian Tribal Organization when there is an
overage, shortage or damage to the shipment.

6-8



FNS HANDBOOK 501

Two copies for each order shown in the Forwarding Notice will be sent to the State Agency/Indian
Tribal Organization. The forms will be accompanied by a postage and fees paid envelope preaddressed
to the FSA Kansas City Commodity Office. When an over short or damaged shipment is received, the
appropriate section of the Distributing Agency Consignee Receipt is to be completed, and a copy
returned to the Kansas City commodity Office accompanied, when necessary, by the form FNS-57
(Over, Short, and Damaged Report) and other supporting documentation. A copy of this form does not
need to be provided to the FNS Regional Office.

6218 Form PPCR71 - Multi-Food Consignee Receipt

This form eliminates paperwork relative to shipments of mixed donated commodities. It lists the names
of foods and quantities requested for shipment under the designated consolidation number. After receipt
of a multi-food shipment, the State Agency/Indian Tribal Organization is to sign the form and return it
to the Kansas City Commodity Office. Any shipment in which there was a shortage, overage, or damage
must be reported on Form FNS-57 (Over, Short, and Damaged Report).

6220 LOCAL AGENCY RESPONSIBILITIES

The State Agency shall notify the local agency when USDA Commodities are to be delivered and in
what quantities. The local agency shall be prepared to accept and store the USDA Commodities and
shall inspect and count them as they are unloaded. The State Agency shall provide the local agency with
forms for the receipt of the USDA Commodities and for reporting any overages, shortages, or damage.
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CHAPTER VII
WAREHOUSING AND INVENTORY CONTROL

SECTION 1 - WAREHOUSING OF USDA COMMODITIES
7100 GENERAL
The State Agency shall provide storage space for the USDA Commodities which is of adequate size;
protected against the elements, infestation, and theft; has temperature controlled areas for perishable
foods; is accessible to program participants; and can be reached by carriers delivering the USDA
Commodities. The following subsections give warehousing and storage practices that are required to

assure proper protection and efficient management of USDA Commodities.

7110 STORAGE SPACE

The amount of storage space needed shall be determined by the volume, types of USDA Commodities,
qguantity, packaging and allowable floor loads. The State Agency shall provide sufficient floor space to
allow air circulation and to permit ease of cleaning, inventory, inspection, and handling of foods.

7120 DETERMINATION OF SIZE AND SPACE

The State Agency shall use the following factor to determine the amount of storage space required: The
minimum amount of storage space needed to store one case or bag of a USDA Commodity is 1 1/2 cubic
feet.

7130 CHARACTERISTICS OF ACCEPTABLE STORAGE FACILITIES

Storage facilities shall afford protection from the elements and extremes of temperature. In addition the
warehouse shall be:

A. Tightly constructed.

B. Waterproof.

C. Rodent and insect inspected.
D. Well-ventilated.

E. Insulated (if practical).

F. Structurally sound.

G. Well-lighted.

H. Accessible for both rail and truck deliveries
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7131 Warehouse Floors

Warehouse floors shall be smooth and level to facilitate operation of the hand and/or mechanically
powered equipment used to handle and transport USDA Commodities. Floors shall be capable of
supporting the maximum weight of the heaviest USDA Commodities stacked floor to ceiling. The State
Agency shall procure the services of a State or local safety engineer to determine and certify the load
bearing capacity of the floor prior to use of the warehouse.

7132 Warehouse Windows and Doors

The State Agency shall provide screens for windows and personnel doors to prevent entry by rodents,
insects, and birds. In addition, windows shall be shielded adequately to protect the USDA Commodities
from direct sunlight. Windows and doors shall have strong locking devices to prevent theft.

7133 Fire Prevention Equipment

The State Agency shall provide hand or power operated fire extinguishers to meet the minimum
National Fire Protection Association standards.

7140 TYPES OF STORAGE FACILITIES

The State Agency shall provide three types of storage facilities to assure proper protection of USDA
Commodities. The three types of facilities are dry, refrigerated, and freezer storage. The Department
will state on the allocation notice the temperature requirements for each food item.

7141 Dry Storage Areas

The majority of USDA Commodities can be adequately warehoused in dry storage areas. The desirable
temperature to maintain in dry storage areas is 50° F to 70° F Fahrenheit. In hot humid climates where
temperatures of 50° F to 70° F cannot be maintained, it may be necessary to install air-conditioning to
keep the temperature from going above 70° F. Temperatures above 70° F in dry storage areas cause
increased insect activity in grain products and bulging and swelling of canned goods. In climates where
the temperatures may drop below freezing, a heating system may be necessary to keep canned goods
from freezing. Temperature below 32° F can cause freezing of canned goods and render the food unfit
for human consumption.
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7142 Refrigerated Storage Areas

Only a few USDA Commodities, such as cheese and fresh produce, require refrigerated storage.
However, the storage life of many other foods such as grain products, and dried fruits is greatly
prolonged by the use of the refrigerated storage. The desirable temperature to maintain in refrigerated
storage is 36° F to 40° F. Temperatures above 50° F can cause deterioration such as rancidity, loss of
flavor, and loss of texture. Temperatures below 32° F will result in clumping of products and loss of
flavor.

7143 Freezer Storage Areas

Several USDA commodities require freezer storage. The required temperature for freezer storage is 0° F
and below. Temperatures above zero degrees Fahrenheit will cause print butter to become rancid and off
flavor, and also result in oil seepage from the product; however, canned butter may be stored in cool or
dry facilities.

7144 Temperature Control

Wherever USDA commodities are stored, reliable thermometers shall be provided by the State agency
to assure that proper temperatures are maintained. Temperature readings shall be taken and recorded at
least daily both outside and inside refrigerated and freezer storage and more often if there is difficulty
in maintaining the desired temperature.
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SECTION 2 - STACKING USDA COMMODITIES

7200 STACKING USDA COMMODITIES

The State Agency shall assure that USDA Commodities are stacked in accordance with the Department's
recommendations. Proper stacking of USDA Commodities can help prevent damage from excess weight
on the bottom layers and facilitate the required physical inventory count. In addition, it is necessary in
order to assure the safety of persons working around the USDA Commodities. Recommended stacking
procedures are as follows:

A. Stack USDA Commodities of a kind together, i.e., canned goods next to canned goods, bagged foods
next to bagged foods, etc.

B. USDA Commodities shall be stacked on pallets or dunnage in uniform quantities to allow easy
inventory (see Exhibits V-1 and V-2, attached, for illustrations).

C. USDA Commodities shall not be stacked to a height which would create unstable pallets or which
would endanger the food handlers.

7210 VENTILATION OF STORAGE FACILITIES

The State Agency shall store foods in such a way to allow air circulation in the warehouse. Good
ventilation retards growth of bacteria and molds, prevents mustiness and rusting of metal containers,
and minimizes caking of powdered foods. Maximum air circulation shall be achieved by the following
storage methods:

A. All USDA Commodities shall be stacked off the floor on pallets or dunnage.

B. All USDA Commodities shall be stacked at least eighteen inches from any walls and at least two
feet from the ceiling.

C. All stacks of USDA Commodities shall be separated by at least 24 inches.
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SECTION 3 - HOUSEKEEPING PRACTICES

7300 HOUSEKEEPING PRACTICES

Cleanliness and sanitation are essential to proper storage of USDA Commodities. The State Agency
shall practice the following housekeeping methods:

A. Clean and sweep the entire storage facility whenever there is a movement of food but at least
weekly.

B. Clean areas that harbor insects, such as comers, window sills, under pallets, and behind and between
stacks of food at least weekly.

C. Clean up foods that have been spilled promptly.

D. Dispose of refuse, garbage, and debris daily.

E. Remove empty canons and sacks from the storage area daily.

F. Keep the area around the exterior of the warehouse free of debris, garbage and excess vegetation.

7310 INSECT CONTROL

Insects destroy or render unfit for human consumption enormous quantities of food each year.
Infestation may occur even under ideal warehouse conditions; therefore, the State Agency must give
continuous attention to proper storage procedures. The following USDA Commodities are susceptible to
insect infestation:

A. Dried beans and peas.

B. Grain products (flour, cornmeal, rice, cereals, etc.).

C. Dried fruits (prunes, raisins, apricots, etc.).

D. Nonfat dry milk.

7311 Sources of Insect Infestation

The chief sources of infestation are:

Live insect eggs or larva undetected in the product at the time of harvest.

Cracks in floors and walls.

Shipment of USDA Commodities in unclean rail cars or trucks.
Unsanitary conditions such as spilled foods, dirt, or garbage in the warehouse.

oow»
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7312 Detecting Insect Infestation
Methods of detecting infestation include:

A. Inspections for infestation at frequent intervals and especially in warm weather. Adult insects are
attracted to light and can be found around windows and window sills.

B. Opening and examining boxes and bags for live larvae, webbing, moths, holes, or partly consumed
foods.

7313 Methods of Reducing and Eliminating Insect Infestation
Following are storage practices which reduce or eliminate insect infestation:
A. Good housekeeping practices eliminate areas where insects live.

B. The most effective way of eliminating insects is by fumigation. Fumigation services should be
rendered by a reputable licensed company on a regular basis at a minimum of at least once per
month. Improper use of some fumigants may result in an explosion or fire, or in ill effects to food
handlers from exposure to the chemicals used. Before contracting with a fumigating company, the
firm should be required to show evidence of public liability, property and fire insurance, and
workmen's compensation.

C. USDA Commodities susceptible to infestation may be placed in a cooler or chilled storage space as
a temporary means of reducing insect activity. This type of storage is highly recommended during
the summer months when the temperature in dry storage areas cannot be controlled.

7320 RODENT CONTROL

Rodents destroy or render unfit for human consumption large quantities of food each year. Federal Food
and Drug Administration Regulations prohibit the use of foods that have been contaminated by rodents.
Because rodents are a menace to health by spreading disease, the State Agency shall take every
precaution to protect USDA Commodities from rodents.

7321 Sources of Rodent Infestation
Rodents enter storage areas through open windows and doors, ventilation and drain pipes and by

burrowing under floors. In some instances, rodents are carried into storage areas with containers of
food.
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7322 Methods of Reducing or Eliminating Rodent Infestation

The State Agency shall take the following steps to reduce or eliminate rodent infestation:

A.

Maintain good housekeeping practices. Rodents will not remain where food and shelter are not
available.

. Seal and screen all extraneous building openings of one-fourth inch or larger.

Screen fans and ventilation openings.

Traps are the standard method for eradication, but in an area with heavy rodent infestation, a
combination of trapping and poisoning may be used. If poisoning is used, it shall be done by a
reputable licensed company.
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SECTION 4 - INVENTORY CONTROL

7400 INVENTORY CONTROL

The State Agency shall keep accurate records of the amount of each USDA commodity in stock and of
the quantities of each item moving in and out of storage.

7410 PERPETUAL INVENTORY RECORD

The State Agency shall maintain a perpetual inventory record for each USDA Commodity. If one kind
of USDA Commodity is received in different size containers, a separate inventory record shall be
maintained for each container size. The perpetual inventory records shall include the following
information:

A. USDA Commodity item.

B. Unit size.

C. Data received column.

D. Amount received column.

E. Date withdrawn column.

F. Amount withdrawn column.

G. Purpose for withdrawal.

H. Balance on hand.

The State Agency shall provide a perpetual inventory record form which is acceptable to the appropriate
FNS Regional Office. Perpetual inventory records may be automated at the discretion of the State

Agency provided it is acceptable to the FNS Regional Office.

7420 PERSON(S) DESIGNATED TO MAINTAIN INVENTORY RECORDS

The State Agency or local agency shall designate one person to keep the inventory records. The State
Agency shall also assign a backup person capable of maintaining the inventory records during any
absence of the primary inventory keeper. The person(s) maintaining the inventory shall set aside a
specific time for posting the entries daily.

7430 INVENTORY CONTROL PROCEDURES

The State or local agency shall date stamp or mark in pen the date received on the containers of USDA
Commodities as they are placed in storage. This is an effective method to assure that the first-in, first-
out (oldest stock used first) distribution procedure is followed. USDA
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Commodity containers shall not be removed from cartons until they are to be distributed. The amount of
each USDA Commodity received and placed in storage shall be added to the perpetual inventory
records.

7431 Maintaining a Supply

The State Agency shall maintain a supply of available commodities sufficient for three month's
distribution. Local agencies shall maintain a minimum of one and one-half month's supply of available
commodities.

7432 Withdrawal of USDA Commodities From Inventory

The State or local agency shall inspect each USDA Commodity before releasing it for distribution to
assure that it is in good condition. If a USDA Commodity item was processed on one or more different
dates, the oldest item shall be removed from storage first (first-in, first-out). If the USDA Commodity is
being removed from a central storage facility for shipment to a distribution center, the State Agency
shall count the containers as they are removed and record the amount withdrawn on the perpetual
inventory record.

7440 PHYSICAL INVENTORY

The State or local agency shall take a physical inventory of each USDA Commodity monthly,
preferably after the distribution to eligible households, and record the quantities counted of each USDA
Commodity item and the date the count was taken.

7441 Reconciliation of Physical and Perpetual Inventories

The State or local agency shall reconcile the physical inventory with the perpetual inventory and record
any overage and shortages in each USDA Commodity item. The State Agency shall submit an FNS-152
report (see Exhibit G) which shall document the data obtained in the physical inventory with the
perpetual inventory record. Any shortages valued at $100.00 or more shall be reported to the
appropriate FNS Regional Office (see Chapter IX, below).

7442 Reconciliation of Issuances and Physical Inventory
The State or local agency shall determine, at least monthly, the amounts of each commodity distributed

totaling the recorded amounts of each of the issuance cards. The total amount of each commodity
distributed shall be reconciled with the physical inventory and any overage and shortage recorded.
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CHAPTER VI
DISTRIBUTION OF USDA COMMODITIES

SECTION 1 - MANUAL DISTRIBUTION SYSTEM
8100 GENERAL
An efficient and well managed distribution system is essential to the success of the Food Distribution
Program. Three different types of distribution systems will be discussed in this chapter. The distribution
system, or combination of distribution systems, that will be the most effective will depend upon several
factors. After determining the specific needs of each reservation, the State Agency shall select the

type(s) of distribution system(s) which will be used.

8110 MANUAL DISTRIBUTION SYSTEM

Under a Manual Distribution System, food packages are assembled by Food Distribution Staff working
in the warehouse and distributed to the clients.

8120 EOOD DISTRIBUTION CENTER SIZE

The manual Food Distribution Center shall be large enough to allow the following equipment and
facilities:

A. Orderly stacking of USDA Commodities along one wall. (A full order of USDA Commodities for
each program participant requires three cubic feet of space.)

B. A private room for certification.

C. Seating area for households that are waiting for certification or food.
D. A long table or counter to place and package food orders.

E. A desk for the distribution clerk.

F. A table or desk for checkout.

G. Nutrition education area.

H. Public rest rooms.

8130 FOOD DISTRIBUTION CENTER FACILITIES

The State Agency shall provide distribution facilities which are equipped with a heating device to
maintain comfortable temperatures for program participants and staff during cold weather and
ventilation system to control temperature during the summer months. The certification area shall be a
separate room or enclosure to assure privacy to the applicant or participant
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being interviewed. The certification room should include a desk and a chair for the certification worker,
file cabinets for certification records, and two or more chairs for household members. The waiting
room/area must be neat and clean and contain sufficient seating to accommodate participants.

8131 Nutrition Education Area

A nutrition education area shall be provided. This area shall be used for:

A. Taste testing of USDA Commodities.

B Distributing materials to recipients about the care of USDA Commodities in the home.
C. Distributing recipes that use USDA Commodities.

D. Obtaining food preferences from participants.

8140 ROUTING OF PARTICIPANTS

The distribution clerk shall have a desk located in front of the distribution table. The participant shall
move through the distribution line as follows:

A. The participant shall go directly to the distribution clerk and present identification or their food
distribution identification card (see Exhibit W, attached).

B. The food distribution clerk shall review the participant's issuance receipt card (see Exhibit X,
attached) or automated invoice and determine if recertification is necessary.

C. The distribution clerk may issue a numbered card to each participant to maintain an orderly and
controlled distribution sequence.

D. If the participant does not need to be recertified and is eligible to receive USDA Commodities, the
distribution clerk shall:

1. Inform the participant of the maximum amount of each food item and the choices of food
items the household is entitled to receive.

2. Based on the maximum amount of choices, accept the participant's selection types and
amounts of each food item desired.

3. Write in or enter into the computer the amounts of the USDA Commodity that were
requested by the recipient on the issuance receipt card. Preposting of issuance cards is
authorized providing adequate safeguards are outlined in the State Plan of Operation.

4, Have the participant, or the issuance clerk, present the issuance receipt card to the food
handlers while moving down the distribution line.
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E. Food handlers shall fill and package the order according to the requested amounts on the issuance
receipt card.

F. The food handler shall have the participant sign the issuance receipt card or automated invoice.

8150 FOOD HANDLERS

The distribution responsibilities of the food handlers shall include the following:

A. The food handlers, in accordance with the issuance receipt card, shall place the desired amounts of
USDA Commodities on the distribution table.

B. When the food has been counted by the participant, the food handler shall determine if the amounts
issued agree with the issuance receipt card or automated invoice.

C. If the count is correct, the food handler packages the USDA Commodities in empty food cartons and
places them at the end of the distribution table for pick-up by the participant.

D. The food handler assures that the participant signs the issuance receipt card.

8160 STACKING OF USDA COMMODITIES IN THE DISTRIBUTION CENTER

The following stacking procedures shall be followed in the Distribution Center:
A. USDA Commodities shall be stacked in the distribution center prior to the day of actual distribution.

B. Each USDA Commodity item shall be stacked in individual rows and in the same sequence as shown
on the issuance receipt card.

C. USDA Commodities requiring refrigeration shall be placed in the distribution center in small
guantities that can be distributed in less than thirty minutes.

D. With the exception of USDA Commodities requiring refrigeration, several cases of each USDA
Commodity shall be opened prior to distribution.

8170 HOUSEKEEPING

The State or local agency shall maintain the same housekeeping, rodent, insect control, and receiving
procedures outlined in Chapter VII, above.

8180 ASSISTANCE TO PROGRAM PARTICIPANTS

The State Agency shall provide for staff or volunteers to assist participants who are unable to carry
their USDA commodities from the distribution center to the vehicle.
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SECTION 2 - SELF-SERVICE DISTRIBUTION SYSTEM

8200 SELF-SERVICE DISTRIBUTION SYSTEM

Under a Self-Service Distribution System, clients can take a grocery cart and select food package items
they desire from the full array of donated food items available in inventory, similar to how they would
shop in a commercial food store.

8210 FOOD DISTRIBUTION CENTER SIZE

The self-service distribution center shall be large enough to allow:

A. Orderly stacking of USDA Commodities along one wall; (a full order of USDA Commodities for
each program participant requires three cubic feet of space.)

B. A private room for certification.

Seating area for households that are waiting for food or certification.

o o

Nutrition education area.

E. Public rest rooms.

F. A desk for the distribution clerk.

G. A checkout table.

H. Storage area for approximately ten grocery carts.

8220 FOOD DISTRIBUTION CENTER FACILITIES

The State Agency shall provide distribution facilities which are equipped with a heating device to
maintain comfortable temperature for program participants and staff during cold weather and a
ventilation system to control temperature during the summer months. The certification area shall be a
separate room or enclosure to assure privacy to the applicant or participant being interviewed. The
certification room shall included a desk and chair for the certification workers, file cabinet for the
certification records and two or more chairs for household members. The waiting room/area shall be
neat and clean and contain sufficient seating to accommodate participants.

8221 Nutrition Education Area
A nutrition education area shall be provided within the distribution center. This area shall be used for:

A. Taste testing of USDA Commodities.
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B. Distributing materials to participants about the care of USDA Commodities in the home.
C. Distributing recipes that use USDA Commodities.
D. Obtaining food preferences from participants.

8230 ROUTING OF PARTICIPANTS

The distribution clerk shall have a desk located in front of the USDA Commodities. The participants
shall move through the distribution line as follows:

A. Participants shall go directly to the distribution clerk and present identification or their food
distribution identification card (see Exhibit W).

B. The distribution clerk shall review the participant's issuance receipt card (see Exhibit X) or
automated invoice and determine if recertification is necessary.

C. The participant shall be issued a numbered card to maintain an orderly and controlled distribution
sequence.

D. If the participant does not need to be recertified and is eligible to receive USDA Commodities, the
distribution clerk shall:

1. Inform the participant of the maximum amount of each food item and the choices of food
items to which the household is entitled.

2. Explain the distribution rate card (see Figure 8-1, below) to the participant.
3. Explain all options to select USDA Commodities.
4, Instruct the participant to use the grocery carts and select food in accordance with posted

distribution rates.

Figure 8-1
SAMPLE DISTRIBUTION RATE CARD

Family Size Canned Vegetables Frozen Ground Beef Evaporated Milk
1 9 3 8
2 18 6 16
3 27 9 24
4 36 12 32
5 45 15 40
6 54 18 48
7 63 21 36
8 72 24 64
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8240 AT THE CHECK-OUT TABLE

The following activities shall take place at the check-out table:

A. The participant shall remove all USDA Commodities from the grocery cart and place them on the
checkout table.

B. The food handler shall count the number of packages of each USDA Commodity and record the
quantity on the issuance receipt card or automated invoice.

C. The participant shall verify the count and sign the issuance receipt card.

D. The food handler shall place the USDA Commodities in cartons, bags, or grocery carts. 8250

STACKING OF USDA COMMODITIES IN DISTRIBUTION CENTER

The following stacking procedures shall be followed in the Distribution Center:
A. USDA Commodities shall be stacked in the distribution center prior to the day of actual distribution.

B. Each USDA Commodity shall be stacked in individual rows and in the same sequence as shown on
the issuance receipt card.

C. USDA Commodities requiring refrigeration shall be placed in the distribution center in small
quantities that can be distributed in less than thirty minutes.

D. With the exception of USDA Commodities requiring refrigeration, several cases of each USDA
Commodity shall be opened prior to distribution.

8260 HOUSEKEEPING

The State or local agency shall maintain the same housekeeping, rodent, and insect control, and food
receiving procedures outlined in Chapter VII, above.

8270 ASSISTANCE TO PROGRAM PARTICIPANTS

The State Agency shall provide for staff or volunteers to assist participants who are unable to carry
their USDA Commodities from the distribution center to the vehicle.
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SECTION 3 - TAILGATE (MOBILE) DISTRIBUTION SYSTEM

8300 TAILGATE (MOBILE} DISTRIBUTION SYSTEM

A tailgate (mobile) distribution system is an expensive method of distributing USDA Commodities and
shall only be considered for use when the systems discussed in paragraphs 8100 and 8200, above, are
not practical or do not provide sufficient service to the eligible household. Some of the expenses
involved in tailgate distribution include the cost of a suitable truck and normal operating expenses for
the vehicle such as fuel, repairs, tires, and insurance.

8310 REASON FOR TAILGATE DISTRIBUTION

The State Agency shall consider implementing tailgate distribution in the following situations:

A. On large sparsely populated reservations where small communities are located long distances from
the main distribution center.

B. On reservations where recipients would not be able to obtain transportation to the main distribution
center.

8320 SEVERE WEATHER EXCEPTION

On reservations where severe weather during the winter months would cause hardship for program
participants, the State Agency shall not implement a tailgate distribution system unless adequate
temporary shelter is present.

8330 DESCRIPTION OF TAILGATE DISTRIBUTION SYSTEM

In a Tailgate Distribution System, all functions are performed at the site(s) where the actual distribution
takes place. Instead of clients coming to a distribution center to be qualified and receive their food
packages, the distribution center goes to the clients. Clients can be certified and receive their food
packages any place on the reservation. Orders for donated commodities are filled by Food Distribution
Program staff.

8340 TRUCK SIZE

A full order of USDA Commodities for each program participant requires approximately six cubic feet
of truck space for effective handling and distribution of the food.
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8350 STACKING OF USDA COMMODITIES IN THE TRUCK

USDA Commodities shall be stacked in the following manner:
A. Each food item shall be stacked in individual rows along the sides and front of the truck.

B. Individual rows of food items shall be stacked in the same sequence as shown on the issuance
receipt card.

C. When the truck is moving from one distribution site to another the food shall be leveled to prevent
any food damage.

8360 FOOD DISTRIBUTION FACILITIES

The State Agency shall provide a table and chair for the distribution clerk.

8370 CERTIFICATION SERVICES

The certification clerk shall be available at each distribution site to certify new recipients and for
recertification. The interviewing of recipients for certification purposes shall be done in private. At
tailgate distribution sites, certification may be done in an automobile.

8380 ROUTING OF PARTICIPANTS

The program participant shall move through the distribution process as follows:

A. The participant shall present identification or their food distribution identification card (see Exhibit
W) to the distribution clerk.

B. The distribution clerk shall obtain the participants issuance receipt card (see Exhibit X) or
automated invoice and determine if recertification is necessary.

C. If recertification is not necessary, the distribution clerk shall inform the participant of the maximum
amounts of each choices of food items to which the household is entitled.

D. Based on the maximum amounts and choices, the participant shall inform the distribution clerk of
the types and amounts of each food item desired.

E. The distribution clerk shall write in the desired amounts of each food item on the issuance receipt
card.

F. The distribution clerk shall inform the food handlers of the amounts of each food item requested.
G. The participant shall verify the count and sign the issuance receipt card.

H. The food handlers shall fill and package the order.

8-8



FNS HANDBOOK 501

I. The distribution clerk shall inform the participant of the exact time and location of the next
month's distribution.

J.  The participant shall pick up the food order from the tailgate of the truck.

K. The State Agency shall provide for staff or volunteers to assist participants who are unable
to carry their USDA Commodities from the distribution center to the vehicle.

8390 SCHEDULING OF TAILGATE DISTRIBUTION

The State Agency shall schedule tailgate distribution to provide maximum service to program
participants. Extra cases of USDA Commodities shall be carried in the truck to all distribution sites for
new program participants who are certified on the day of distribution.

8391 Distribution Times

Food distribution personnel shall schedule tailgate distributions in such a manner that it will not require
participants to wait long periods of time for the truck to arrive. This may involve scheduling no more
than two tailgate distributions during any day.

8392 Distribution Locations

The location of tailgate distribution sites shall be:

A. Near or in small communities so that participants may have easy access to the truck.

B. Near chapter houses, community centers, or unused buildings so that participants may be
protected in the event of poor weather conditions.

8393 Notification to Participants

The State Agency shall inform all program participants of the times and locations of tailgate
distribution. In addition, the State Agency shall advise participants that if they cannot get to the
scheduled distribution, they may pick up their USDA Commodities at the main distribution center or at
another tailgate distribution site. Methods of notification of participants shall include:

A. Informing participants of the distributions schedule at the time of certification.

B. Post the locations and dates for distributions in chapter houses, community centers,
churches, and other public places.

C. Publicize the locations and dates of distributions in local newspapers or radio stations.
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CHAPTER IX
LOSS OF USDA COMMODITIES

SECTION 1 -STATE AGENCY RESPONSIBILITIES
9100 GENERAL

The State Agency is responsible for all USDA Commodities it receives and therefore is accountable for
any losses which may occur while in storage and during distribution. Instructions for reporting losses of
donated foods are contained in FNS Instruction 410-1, Rev. 1, Non-Audit Claims - Food Distribution
Program. USDA retains the authority to determine if a loss is due to fault or negligence on the part of
the State or local agency. If such a determination is made, USDA may pursue a claim against a State
distributing agency for the value of the loss. State distributing agencies are responsible for pursuing
claims against local agencies.

9110 LOSSES FROM STATE AGENCY WAREHOUSE AND/OR DISTRIBUTION FACILITIES

If a USDA Commodity valued in excess of $250.00 is lost to the program for any reason including
infestation, age, theft, fire, etc., a written report shall be prepared by the State Agency and shall be
forwarded to the appropriate FNS Regional office within 30 days of the discovery of the loss. The

report shall contain the information indicated in paragraph 9300, below.

9120 LOSSES FROM LOCAL AGENCY WAREHOUSE AND/OR DISTRIBUTION FACILITIES

The State Agency shall require the local agency to report all losses of USDA Commodities and shall
provide a form, acceptable to FNS, for that purpose.

9121 State Agency Authority on Local Agency Losses

The State Agency retains the authority to determine if fault or negligence contributed to local agency
losses valued at $2,500 or less. State Agency determinations shall be based on the facts reported (as
indicated in paragraph 9300, below) and on the other facts known or observed by State personnel. State
Agency claim action shall be documented with the reasons for the determination. Local agency losses of
USDA Commodities valued in excess of $2,500 shall be forwarded to the appropriate FNS Regional
office immediately. In addition to the information indicated in paragraph 9300, below, the State
Agency's report to the appropriate FNS Regional office shall include its recommendation as to the
presence of fault or negligence in the local agency loss.
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SECTION 2 - LOCAL AGENCY RESPONSIBILITIES

9200 LOCAL AGENCY RESPONSIBILITIES

The local agency shall receive, store and distribute USDA Commodities in accordance with applicable
provisions in Chapters VI, VII, and VIII, above. If a USDA Commodity valued at $25.00 is lost to the

program for any reason, a written report shall be prepared and forwarded to the State Agency on the
form provided for that purpose.
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SECTION 3 - LOSS REPORTING REQUIREMENTS

9300 LOSS REPORTING REQUIREMENTS

All reports of losses of USDA Commodities shall include the following information:

A.

B.

C.

Name of USDA Commodity.

Package date.

Date of receipt.

Location of the USDA Commodity at the time of the loss.

Date of the discovery of the loss.

Current inventory on hand of the item found to be out-of-condition.

Apparent cause of the loss.

. Description of the condition of the USDA Commodity.

General storage conditions -- i.e., temperature, pallet, sanitation, cool or dry storage, etc.
Schedule, including dates, of extermination treatments, if applicable.
Precautions against theft or fife, if applicable.

Certificate of inspection by a health official.

. Copy of the local fire or police department's report, if applicable.

. Manner of disposal of the out-of-condition USDA Commodity.

501
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EXHIBIT A

FOOD DISTIBUTION PROGRAM ON INDIAN RESERVATIONS
PLAN OF OPERATION GUIDANCE

A cover sheet should be attached 1o the Plan of Operation which identifies the State agency by
name and address; effective Fiscal Year: authority citation; name and location of each
reservation served; statement that the State Agency will abide by pertinent legislation,
regulations, instructions, and FNS Handbook 501 (or other approved operating manual); and
joint FNS and State agency signature blocks. A sample cover sheet is shown below.

FOOD DISTRIBUTION PROGRAM ON INDIAN RESERVATIONS
Plan of Operation and Budget

State Agency:

(Name)
\ \\ \\U\ \\\
——<r S x\ o \ \i
(Address) N \‘ 2 \ \S; o
BRVALE
Authority Citation:
Reservation(s) Served Location(s)

The State agency responsible for program operations of the Food Distribution Program on
Indian Reservations agrees to abide by all pertinent legislation, regulations, instructions,
and FNS Handbook 501.

Submitted by: Approved By:
Food and Nutrition Service

JOHN DOE JOHN SMITH
Chairman Regional Administrator

(Date) (Date)
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EXHIBIT A

|__SCOPE OF OPERATION

A detailed description of the geocgraphic poundaries of the relevantareastobe

Required:
served including tribal reservation land, near area(s). and urban piace(s).
Regulation cite: 7 CFR253.4(d)
Guidance: This section of the plan should include:

A. Narrative description and maps of defined reservation boundaries;

B. Narrative description and maps of near reservation area(s);

C. Description of previously approved urban area(s) and dates of FNS approval,
including name of city or town and population; and

D. (Optional) Tribes which will be served in each defined area.

it_STORAGE AND DISTRIBUTION

Required: A detailed description of the manner in which commodities will be distributed,
including, but not limited to, the storage and distribution facilities to be used.

Reguiation cite: 7 CFR 253.5(a) (2)
Guidance: This section of the plan should include:
A. Location of each storage facility;
B Fioor and height dimensions of coid and dry storage areas;
C Description of type of each storage facility (i.e., commercial, tribal building, etc.);

D. Procedures taken to ensure that the handling, storage, and distribution of foods are
safeguarded against theft, spoilage, infestation, fire, and other losses;

E. Frequency and estimated number of participants to be served at each distribution site;

F. Type of distribution offered to participants at each distribution site (i.e., manual, over-
the-counter, or tailgate);

G. Procedures used to ensure issuance of commodities to households on a 1-day
expedited basis for hardship cases; and

H. Procedures for controlling disposition of damaged commodities (i.e., list of emergency
contacts and telephone numbers).
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Il DUAL PARTICIPATION
Required: A detailed description of the State agency's procedures for preventing

simultaneous participation of households in both the Food Stamp Program and
the Food Distribution Program on Indian reservations.

Reguilation cite: 7 CFR 253.5(a) (2)
Guidance: This section of the plan should inciude:

A. Procedures used to contro! simultaneous participation of households in the Food
Stamp Program and other Food Distribution Program on Indian Reservations,
including a list of offices contacted; and

B. Procedures used to permit households to smoothly switch participation from the Food

Stamp Program to the Food Distribution Program on Indian Reservations and vice

=i M TS e

versa.

Iv_FOOD PREFERENCES

Required: A detailed description of the State agency's system used to determine food
preferences of households.

Reguilation cite: 7 CFR 253.5(a) (2)
Guidance This section of the plan should inciude a description of methods used to collect

food preferences from househoids, inciuding the frequency of collection.

V___NONDISCRIMINATION

Required A detailed description of the procedures for complying with the
nondiscrimination requirements, and any applicabie nondiscrimination
requirements specified by the Department.

Regulation cite: 7 CFR 253.5(a) (2)

Guidance: This section of the plan should inciude:

A. Description of procedures for handling civil rights complaints; and

B. Location of nondiscrimination posters.
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VI _PROGRAM MONITORING

Regquired: A detailed description of the State agency's procedures for_ monitoringAthe
program to ensure compliance with the regulations and guidance provided by
FNS.

Reguiation cite. 7 CFR 253.5(i)

Guidance: This section of the plan should include:

Procedures for detecting program deficiencies, including frequency of internal reviews;

A. Procedures for documenting all program deficiencies found and related corrective
action procedures;

B. Description of procedures for handliing program complaints; and

C. Name and titie of the fair hearing official.

vi PROGRAM TRAINING

Required: A detailed description of the State agency's procedures for training personnel
involved in the Food Distribution Program on indian Reservations activities.

Regulation cite: 7 CFR 253.5(f)
Guidance: This section should include:
A. Procedures for detecting training needs; and

B. Description of training sessions to be held.

VIl STAFFING

Required: A hist of all employees, by job title, working on the Food Distribution Program on
Indian Reservations.

Regulation cite: 7 CFR 253.5(c)
Guidance: This section of the plan shouid include:
A. Description of organizational structure;

B. Description of each employee's responsibilities, including staff persons responsible
for conducting nutrition education; and
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C. Explanation of how a contract with an outside agency for any portion of program
administration will work with staff.

IX_NUTRITION EDUCATION

Required: A detailed description of the procedures used for making food and nutrition
education information and materials available to participating households.

Regulation cite: 7 CFR 253.5(g)
Guidance: This section of the plan should include:

A. Explanation of how participants will be informed of the commodity foods in the food
package (i.e., visual aids, printed materiais, home demonstrations, etc.), and

B. Location and description of applicable posters and other materials.

X FINANCIAL MANAGEMENT

Required.  Any State agency administering an ongoing Food Distribution Program on
Indian Reservations which desires to receive administrative funds shall submit
an SF-424, Application for Federal Assistance, and supporting narrative to the
appropriate FNS regional office at least 3 months prior to the beginning of each
Federal Fiscal Year. The budget information required in Part Il of the
application shall refiect by category of expenditures, the State agency's best
estimate of the total amount to be expended in the administration of the Food
Distribution Program on Indian Reservations during a Federal Fiscal Year.

Reguilation cite: 7 CFR 253.9
Guidance: This section of the plan should include:
A Budget
1. All sources of funding for the program;
2. Ca{egorization of State agency expenditures in Part Ill, Sections A and B of
SF-424 by indicating the division of funds among the following categories:

Certification; Storage and Distribution; Nutrition Education; and Other;

3. Indication of whether equipment expenses are for maintenance, rental fees, or
new purchases;
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4. Estimation of caseload for ongoing programs reflecting the program's 12-month
average participation, as reported on Form FNS-152; and

5. A copy or detailed summary of the current indirect cost agreement.

B. Narrative

1 Description of procedures and controis in effect that ensure accounting records
reflect the Fiscal Year authorized administrative funds;

2 Description of how the financial management system accommodates
drawdowns on Letters of Credit; and

3. Description of the checks and balances used in making disbursements.

X! EXHIBITS
Guidance: The exhibits to the Plan of Operation shouid inciude:

A. A detailed list of all approved program forms including, compiete title and FNS
approval date of each form;

B. Any new forms which need approval,
C. Organizational charts;
D

. Reservation maps; and

m

Memorandum(s) of understanding (If applicable).
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SAMPLE COPY OF FORM FNS-74

FOMM APPROVED OMS 20884-0087

U.S.DEPARTMENT OF AGRICULTURE - Food snd Nutribon Service

———  FEDERAL-STATE AGREEMENT — |

FOR USE 8BY USDA

| AGREEMENT NO

1. NAME OF STATE AGENCY

2. STATE

3. EFFECTIVE DATE

88 Sre SUTHONRRSN

e with Swte

order effectuste SPPIOVed SPPECANONS I ACCOraante
:n-l:and unen':ct 1 Exponee Funds (7 CDR Pert 115) ANO sny amanaments thereto
whe Child Nutrwon Act oif 1 and to mek whers wnth Cash i e of
20q.], 32 of the Act of August 2¢. 18 mmnmw;.mmnmm and/or 10 donate
the Act of Juns 28. 1 foods. 10 the n sccergence wih Donavon ot
Act of August 11, 1939, ss smended { Foods for Use in the Urnnted Atates. Its Termenss and Possessions and Aress
404 and 416 of the Agncthura Mmmncnhnzsox.wmnmncn
and 1431), 402 of the Mutusl Secunty Act Part 247). Admerwstranon of the Food [ on
U.S.C. 1922). 205 snd 210 of induan Rsserveanons (7 CFA Part 253). and Admwnestration of the Food Distr.-
{7 U.S.C. 1885 and 1859, the bution Program for indisn Mousehoilds in Okishoma {7 CFR Part 254, ana anv
(7 U.S.C.1431 ), § of the Act o smendments thereto.
U.S.C. 1421p). 201 of the
U.S.C. 1431¢). the Act of
1431 NTI, 208 N
7 US The State agency sgrees to sccept funds tor and/or
7 U toods tor M 4CCOraance with the SDOKCEDIS rEQUISTIONS and env
19 therato. and 10 Dy with 8l the provimons hersot. and with any
food MBTTUCHONS OF DrOCETUIES WEUSD N CONNECTION therewrth. Stats
Commodny fUrther BOTees 1O BOIMINSTES PFOPFEME TUNGed UNGEr ttus .
smended with provisions of the Unitorm Fecers! Asmstance (7 cnmsoasx or e
poy Unitorm for Geants and )
State and Local Governments (7 CFR Pert 3018). as spphcebie
U.8.C.51 ang Agncultural Act of 1965, es
C. 3030a| 4 end S of m‘-" and Conaune
smended { ), and ond e
Protecnon of 1973, as smended 17 U.S.C. 812c n), the Unned Stme Copies of the sre mwmo
neren 10 88 UW and the part hereot. In the event of »
State agency ivem 1 sbove) egree as follows: Hmh-mmw"w.nwummuuﬂm
SMONAMINT. WIRION NOTCS Of s of sny
b by 'c:;r' I Stare sgncy tor are @ e s b m” to sueh or
ment. 8s 8 od e 988, 10 revmbures the Siare o
o me opers .:vn.n below, n ghei a8 the effecuve dets of the The Stuste Bgrees thet it will be
of the ® o for the st the -] o {Mace “X° w spphcadie
! School (7 CFR Part 210), Soeciel w the o .
tor Chilaren (7 CER Part 2181, Scnool toat am (7 CFA Pant
220), Summer Fod srn tor part ). Child
and Adult Care Food m {7 CFR Part 226). and
Trawung Program (7 CFR Pent 227), snd sny thersto. The
Department agrees further 10 maxe funds for Swe
1ive #XDENSEs D CONBULCTING CAMtaM DI RUCH PFOQISMS. 1N SUCh RTROUMS
Natons! Child & Summer
School School Soecia! Com- Adun Food E‘m" Du:v::mn
Lunch Breaktast Mtk modity Cave Food Service Tramng Programs
Program Program Program Senco is Program Program Program
Public Schools
Private Schools -
" 3
PublicResidential Child Care Institutions AN LY N
=i (-\} \ 3 . e
Pri Risentia! Chil in . kg . 3 L
) \\\ \“1 \L\'TS N
| Nonresidential Child Care institutions A d -
B)
e
Nonresidential Aduit Care Institutions
Service institutions (including Camps)
Charitable institutions
Commodity Suppkiementat Food Program
Food Distribution Prg on indisn Reservations 5
Needy Family Program in Trust Territory
The Emergency Food Assistance Program
Nutrition Program for the Eiderly
Nonprofit Summer Camps tfor Children
Other {Describe)
FORM FNS-74 (5-88) Previsus Edisions Obselete Electromc Form Verson gnod in Je $.01
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This Ag shsil be eft, 19 on tha date spacified
inem 3 above) snd ending ona yaar thereatier, uniess tarmina
eariier as provided her £ither party hereto may. by giving at least
30 days’ written notice, terminste this Ag t. The P
may renew this A esch year . Dy noCe in wrnng
Qiven 1o the State agency 88 s0ONn &k practicabls after funds have
been sppropriated by Congress for cerrying out any af the purposes
of the NSLA and of the CNA of 1966 and other apphcable isgisiation
dunno each year. of the A i, . shsll be

on an t bv the Stste agency. in wrting,
of s Intention to continue PrOGrSM PArtiCIpation in accordance with
the provisions set forth in the Agresment. The State agency's
partcipation in any Program covered in this Agresement may be
termInated N ACCOFdance with the grant cioseout procadurses found
n 7 CFR Part 3015, Subpart N. or 7 CFR Part 3016, Subpart D, as
apphcabie.

Upon termingtion or expiration of this Agraement, as provided herein,

Stare agency shall: (1) make no turther disoursement of funds paid to the
State agency in 8 with the Ag 1, #xcept 10 TeIMburse
eligible par n ci ect w-tn o lunches. suppers.
suppiemental meais, or milk servec, or to meet State administrative
expenses iNCUrred on Of Prict 10 the 1ATMIMATION Of exXPIrdtion oate, Not-
g any of this Ag . and the

Suxo lgcncv shail promptiy return all remsining funds maae avaiadle 10 1t

v the Department; and {2) dispose of an undistributed donated foods n
-c:nra-n:- with the Department's instructions. The obligations of the State
agency under the above cried regulations hail continue untit the requirements
1herect have been fully performed. For the Nutnimon Egucstion and Training
Program, the State agency shall make no further disbursement of funds paid to
nin with this except 1o those approved costs
ncurrsd oN OF Prior 10 the tEIMIABUON OF SXDITATICN date 1t the opsration of the
Nutriion Education and Training Program and promptly return ali remsining
unobligated funds made availabie to it by the Department.

ASSURANCE OF CIVIL RIGHTS COMPLIANCE

The State agency hsreby agrees that it wild compiy with Title VI of the
Civil Rights Act of 1964 (42 U.S.C. 2000d e seq.l. Titie iX ot the
Edu n Ameandments of 1972 {20 U.S.C. 1681 e1 seq.) Section 504
of the Rehabilitation Act of 1973 (28 U.S.C. 794), Age Discrimenation Act
of 1875 (42 U.S.C. 6101 et s8q.}: sl provisions required by the
implementing reguistions of the Department of Agriculture; Department of
Justce Enforcemant i snd FCS snd guideines to ths
effect that no person shall, on the ground of race, color, national arigin,
age, sex, or . be trom par ) in, be denied the
bensfnts of, or othcrwmc be subjected to discrimunauon under any proﬂrlm
Of sClivity for which the agency Feders!
FCS; and hereby gives assurance that it will immediatety take mnsura

v 1o of this Ag

8y prowviding this assurance, the State agency agrees to compile data,
maintain recoras and submit reports as requirad, to permit effective

ot the taws, and permit Department per-
sonnsal dunng normal working hours to review which records, books and

accounts as nsedec 1o ascertain compliance with the nondiscriminauon laws.

(t there are any violstions of this assurance, the Department of Agriculture
shall nave 1he nght to seek judicral enfarcement of this assurance

This assurance is given in consideration of, and tor the purpose of obtaining
any and all Feders! finsncial assistance, grants and loans of Federal funds,

es, Grant of of Federal property snd interest
In property, the detsil of Federsi personnel, the safe and lease of, and the
permission to use, Federal property or interest in such property of the furnish-
ng of services tON OF 8T 10N, OF at 8
consideration which is raduced for the purpose of assisting the rec:pient, or in
recognition of the public interest to be served by such sale, leass, or turnishing
of services 10 the rscipisnt, of any IMprovements made with Federal financial
assistance sxtended to the State agency by the Depertment. This includes any
Fadersl agresment, arr or other t which has as one of its pur-
PoSeS the Provision of assistance such as food, cash assistance for the purchase
of food, or any other financial assistance extendsd n reliance on the repressnta-
©ONS SNd agreements made in this assurance.

This sssurance is binding on the State sgency, its successors, ransferess, and
assigness as iong as it raCOIVES §S5ISTANCE Of rEtaing PoSsession Of any assist-
ance from the Department. The persons whose signatures appsar beiow are
authornzed to sign this assurance on the behaif of the State agsncy

EQUAL EMPLOYMENT OPPORTUNITY CLAUSE

During the performance of this Agreament insofar as it reiates to State
administrative expenses, the State agency agrees that: (1) the State
agency will not diIsCruTInste aganst any empioyee or apphcant for
empiovment because cf race. color, rehgion, sex. age. diss
nauonal ongin agency will take affirmative action to assure

1hal apphicants are empioyed, and that empioyees are traated during
emplovment, without fegard to thes race. color, rehgian, sex. age.
disabiirty, or nattonal origin.  Such action shali include, but not be limited

10 the ), or transter,

©of racrurtmant ndvlmsmg, lavoH or urmmunon rates of pav or other 'urms

ot D 1on, and 1 for training, inciuding npprcnncashm The
Stale agency apress 1o post n )3 place: 10 2
and apphcants for empioyment, notices to be provided by the Dep-nmum
serung forth the pr of this r ctause; (2) the State

agency will In aii sphcitanons or advertisemeants for empioyees piaced by or
on bahalf of the State agency, state that ait quatified apphcants will receive
considaraton {or emplayment without regard to race, color, religion, sex,
age. disabiity. of natior ongin; {3) the State agsncy wilt send to sach iabor
union or representative of workers with which it has a colisctive bargaining
agreement or other contract ar ynderstanding a notice. to be providsd by the
Dapartment, adwvising the labor umon or workers' represeniative of the State
agency’'s commitments under Section 202 of Execufive Order No. 11246 of
September 24, 1965, and shall post copies of the notice In conspicuous
plates avaiabis to smpinoyees and apphcants for empioymsnt; (4) the State
agency will comply with 8it provisions of Exscutive Order No 11246 of

September 24, 1365, and of the rules, regulations, and relevant orders of the
Secretacy af Labar: (51 the State agency will turnish all informatian and ceports
required by Executive Order Na. 11246 of September 24, 1965. and by the
ruies, regulations. and orders of the Secr y of Labor, or pursusnt thereto. and
will perenit access to 1ts books, recards, and accounts by the Department and the
Secretary of Labor for purposss of investigstion to ascertain ccmphu\ce with such
rules, regulations, and orders; {6) in th‘ svent of the State agency's non-

with the at this Ag or with any ot
such rules, regulauons, or ordcrs, m-s Agreement as it !IIIIGS to State administra-
Tive may be ter or suspended in whole or part, and
the State ag ¥ v ba tor further Government Contracts in
accordance with procndur‘s suthorize in Executive Order No. 11246 of
September 24, 1965, snd such other ssnctions may be imposed and remadies
nvoked as provided n Executtve Order No. 11246 of Sestember 24, 1865, o
by fule, reguiatians, or order of the Secretary of Labor, or 8s otherwse provided
by iaw; and |7) the State agency wili inClude the provisions of items (1) through
(7) 1n every subcontract ar purchase arder uniess exempted by rules, raguistions.
or arders of the Secretary of Labor issued pursuant to Section 204 of Executive
Order No. 11246 of September 24, 1965, so that such provisions will be binding
upon each subcontractor or vendor. The Stats sgency will take such action wath
respect 10 any subcontract or purchase order as the Department may direct as a
means ot enfarcing such pr . including tor
provided, hawaever, that i1n the event the State agsncy becomes invoived u, or s
t with, with a sub sctor or vendar as a resuit of such
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direction by the Department. the State agency may request the 1 applicable regulations the Equal Employment Opportunity ciause 1s
gp:‘h‘:t%;:; é?;feser into such iitigation to protect the interest l\i’g(o:pp |&ble to a‘ngy agency of tﬁz State m\llch does no! participate in
i work on or under this Agreement insofar as it relates to State administra-
tive expenses
MEMBER - DBEEGATE CLAUSE
No Member of or Delegate to Congress or Resident therefrom; but his provision shall not be construed to
Commissioner, shall be admitted tc any share or part extend to this Agreement if made with a corporation for

of this Agreement or to any benefit that may arise its general benefit.
CERTIFICATION REGARDING DRUG-FREE WORKPLACE REQUIREMENTS

Pursuant to the Drug-Free Workplace Act of 1988, Public Law 100-690, Titie V, Subtitle D; and 7 CFR

Part 3017, Subpart F, the State Agency hereby agrees that it will provide a drug-free workplace: (Check

One.).

B In accordance with the current annual D In accordance with the drug-free workplace
single State/State agency drug-free work- certification statement that is appended to this
place certification statement that is on agreement.
file with the U.S. Department of
Agriculture.

CERTIFICATION REGARDING LOBBYING

The State Agency has executed and attached to the agreement the required certification regarding lobbying and,

if applicable, the Standard Form - LLL, "Disclosure of Lobbying Activities.”

FOMM FNS-74 (9-98) Previous Editions Obsolete Bectronic Form Version Designed in JetFform 5.01 Verson
Acc to the ork Reduction Act of 19985, no are to 10 a collection of
hlm“.anm Wsa valid OMB control mm“\hvﬂ Beoull':lm for this
collection is 0584-0067. The !im'mnqu‘dtm . to camplete this information eol.cﬂg.lﬁh estimated to .her : ;:t
; o "'"g
per um. e o o e existing resources, gat a
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SAMPLE COPY OF FORM AD-1049

U.S. DEPARTMENT OF AGRICULTURE

CERTIFICATION REGARDING
DRUG-FREE WORKPLACE REQUIREMENTS (GRANTS)
ALTERNATIVE I - FOR GRANTEES OTHER THAN INDIVIDUALS

This certification is required by the reguiations impiementing Sections 5151-5160 of the Drug-Free Workplace
Act of 1988 (Pub. L. 100-690, Titie V, Subtitie D; 41 US.C. 701 et seq.), 7 CFR Part 3017, Subpart F, Section
3017.600, Purpose. The January 31, 1989, reguiations were amended and published as Part (I of the May 25,
1990 Federnl Register (pages 21681-21691). Copies of the regulations may be obtained by contacting the
Departnent of Agriculture agency offering the grant.

(BEFORE COMPLETING CERTIFICATION, READ INSTRUCTIONS ON PAGE 3)
Alterpative |
Al The grantee certifies that it will or will coatinue to provide a drug-free workpiace by:

(a) Publishing a statement notifying empioyees that the unlawful manufacture, distribution,
dispensing, possession, or use of a controlied substance is prohibited in the grantee’s
workpiace and specifying the actions that will be nhn .l.pmsx employus for violation of
such prohibition; R

(b) Establis drug-& : Gtén i bout —
) Establishing an ongoing 8: men?fjr\l\ @F\ﬁ‘d o QLp oyees about

(1) The dangers of druagm’ﬁ \ lﬁ/
(2) The grantee’s policy of mh:iﬁlmﬂg‘l drug-(ree workplace;

(3) Apy available drug counseung. rehabilitation, and employee assistance programs:
and

(4) The penasities that may be imposed upon empioyees for drug abuse nolauuns
occurring in the workpiace;

(c) Making it a requirement that each empioyee to be engaged in the performance of the
grant be given a copy of the statement required by paragraph (a);

(d) Notifying the empioyee in the statement required by paragraph (a) that. as a condition
of empioyment under the grant. the empioyee will -

(1) Abide by the terms of the statement; and
(2) Notity the empiloyer in writing of his or her conviction for a violation of a criminal
drug statute occurring in the workpiace no later than five calendar days after
such coaviction;
(e) Notlfying the agency in writing, within ten calendar days after receiving notice under

subparagraph (d)(2) from an empioyee or otherwise receiving actual notice of such
conviction. Empioyers of convicted empioyees must provide notice, inciuding position

Form AD-1049 (REV 5/90)
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title, to every grant officer on whose grant activity the convicted employee was workiag,
uniess the Federni agency has designated a central point for the receipt of such notices.
Notice shall inciude the ideatification numberts) of each affected grant:

(0 Taking ome of the following actioas. witbin 30 calendar days of receiving notice under
subparagrapb (d)(2), with respect to any employee who is so convicted —

(1) Taking appropriate persoonel action against such an empiloyee, up to and
inciuding termination. consistent with the requirements of the Rebabilitation Act
of 1973, as amended: or

(2) Requiring such empioyee to participate satisfactorily in a drug abuse assistance
or rehabilitation program approved for such purposes by a Federal. State. or iocal
health. law enforcement, or other appropriate agency;

(g) Making = good faith effort to continue to maintain a drug-free workplace through
impiementation of paragrapbs (a), (b), (¢c), (d), (e) and (f).

B. The grantee may insert in the space provided below the site(s) for the performance of work done
in connection with the specific grant:

Place of Performance (Street address, city, county, State, zip code)

A .
@\\%W\‘, AT
PR G AT PAN

\
ML 3
N A2 AT AT A T
N A \.f-\\;l»’
a \U LU Lo
N

Check [] if there are workplaces on file that are not identified here.

Orgunzation Name Award Number or Project Name

Name and Title of Asthorzad Representative

Signarure Date

Form AD-1049 (REV 5/90)
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INSTRUCTIONS FOR CERTIFICATION

. By signing and submitting this form, the grantee is providing the certification set out on pages 1 and 2.

The certification set out on pages 1| and 2 is a material representation of fact upon which reliance is
piaced when the agency awards the grant. If it is later determined that the grantee knowingly rendered
a [alse certification. or otherwise violates the requir s of the Drug-Free Workplace Act. the agency,
in addition to any other remedies availabie to the Federal Government. may take action autborized under
the Drug-Free Workplace AcL

. Workplaces under grants. for grantees other than individuals. need not be identified on the certification.

If known, they may be identified in the grant appiication. If the grantee does pot ideatify the workplaces
at the time of application, or upon award, if there is no application, the grantee must keep the ideatity
of the workplace(s) on file in its office and make the information available for Federal inspection. Failure
to identify all known workplaces coastitutes a violation of the grantee’s drug-free workpiace requirements.

. Workplace identifications must inciude the actual address of buildings (or parts of buildings) or other

sites where work under the grant takes piace. Categorical descriptions may be used (eg., all vehicles of
a mass transit authority or State highway departmeat while in operation, State empiloyees in each iocal
unempioyment office, performers in concert halls or radio studios).

. If the workpiace identified to the agency changes during the performance of the grant, the grantee shall

inform the agency of the change(s), if it previously identified the workplaces in question (see paragraph
three).

Definitions of terms in the Nonprocurement Suspeasion and Debarment common rule and Drug-Free
Workpiace common ruie apply to this certification. Grantees’ attention is called, in particular, to the
following definitions (rom these rules:

*Controlled substance’ means a controlled substance in Schedules I through V of the Controlled
Substances Act (21 US.C. 812) and as further defined by reguiation (21 CFR 1308.11 through
1308.15);

“Conviction" means a finding of guilt (inciuding a piea of nolo contendere) or imposition of
sentence, or both, by any judicial body charged with the responsibility to determine violations of
the Federal or State criminal drug statutes;

"Criminal drug statute® means a Federal or non-Federal criminal statuze involving the

manufacture, distrib dispensing, use, or p ion of any controlied substance:;

"Empiloyee* the employee of a gr directly engaged in the performance of work under
a grant, including: (i) all "direct charge® employees: (ii) all “indirect charge" empioyees uniess
their impact or involvement is insignificant to the performance of the grant: and. (iii) temporary
personnel and consultants who are directly engaged in the performance of work under the grant
and who are oa the grantee’s payroll. This definition does not inciude workers not on the payroll
of the gramtee (eg. volunteers, even if used to meet a matching requirement; coasultants or
independent contractors not on the grantee’s payroll: or ployees of subrecipients or
subcontractors in covered workplaces).

Form AD-1049 (REV 5/90)
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SAMPLE COPY OF SF-269

FINANCIAL STATUS REPORT

tLong Form,
{FONOw MEPUCHONS ON NG DECK:

1. Feosrsl Agency and Organzasonal Ewement 2 Feowra Gram or Owwr Numoe OmMe Page o 1
O Whch Repon i Subrned 8y Feowral Agency o I
0348-0039 i
pages |
3 ARecpwnt Crpanaton INSMe SNG COMDIGNS ad0rass. NCIaMg ZIP cooe ! .
|
o |
|
J
4. EMOIOYeT I08NeRCason Number $ Recem ASCount NuMaE” Or I0enEhINng Nurmbe? ¢ Fwnal Regon T Sams Il
0D ves O ™ O Casn O Actrua |
t

2. Funcng/Grarm Penco (Soanunnan 9 Penco Cowered by ivs Regont

From  (Moner. Dey. Yew) To (month. Osy. Year) From. {Montn, Day. Year) To Monty. Day ves

10 Trangacsons: I " " i
Previously Repored Yhes Ponac Cumusove

a  Tow cumays

] Ashunos. rebemss. o

¢ Program noome useo N with he

G NS OuBBYS /LNe 8. 83 INe SUM O MNeS D aNO ¢}

m-mﬂwmmm
Theg party (n-awnd) COMNOLEONS

1 Oer FOORrS 2waros Amoned 1 DR eSO 10 MECH Tue Searc

[} mmmmnw-nnmnrm - \
WG SRETaNve

qumamwunu-%:?-’ 1)

% TOW UNRONOMIS0 COMOMONS

1 ReCION! $ SNAre O UNKGUCINT ODRGEBONS

m  FeOersl SNars Of UNKQUMAEIET DDHOBRONS.

N Tow 1e08rs Share 13um Of wnes ) and M

©  Tow lecera) TuNGS MANONISD K7 Fus FUNONG PENOT

UnoDhgated balance of 0era) tunds (Line O mmus we N

Program ncome. conestng ot
Q Dr30ursed DrOGrAM ICOME SNOWN ON WNes C an0°Or g above

4 O1sDursso Prograrm NCOMe LUINg e SOMTON MNESMatve

s Uncsturses Orogram mcoms

L Toual prograrn MCOme reanred (Sum Of ks . r and §/

a Type of Rew /Mece “X° » 8pDropnam pox) -
Proweonal Precewrmwed F
" ] [m] 0O sna 0 Faec
Emperes |0 Ram ]: Basa ]a Tow Amaunt Ie Feoeal Snare
2 Angch sny y-or by Feceral Q agency :n Lld
povernmg wpisiason

13 Cervhcason lr-nﬂ,‘.mbu-l-yhmlod.auuhu!mumw-mtumu“mxdlum and
aled sbligatians are for the purpeses set forth in award decuments. =

Typed or Prewed Name and Tale Towonone (Aras COOR, MDA BNGC STIBNLON
Sonatre of Auhonzed Ceteng OMoe g Oms Repon Sutrmewmd
Srovous Egrtons ROt LsatM Menterd Farm 200 NEV 484!

Prscrted by OMB Cosuters A-102 sme A-110
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FINANCIAL STATUS REPORT

(Ltong Form)
Pleuase type or print legibly The following general instructions explain how to use the form itself You may need
additional information to complete certain items correctly, or to decide whether a specific item is applicable to this
award. Usually, such information will be found in the Federal agency’s grant regulations or in the terms and
conditions of the award Le.g., how to caleulate the Federal share, the permissible uses of program income, the
value of in-kind contributions, etc.). You may also contact the Federal agency directly.

Enury

ltem

Entry

1, 2 and 3. Self-explanatory

4.

Enter the employer identification number
assigned by the U.S Internal Revenue Service

Space reserved for an account number or other
identifying number assigned by the recipient

Check yes only if this is the last report for the
period shown in item 8

Self-explanatory.

Unless you have received other instructions from
the awarding agency, enter the beginning and
ending dates of the current funding period. If this
is a multi-year program, the Federal agency
might require cumuiative reporting through
consecutive funding periods. In that case, enter
the beginning and ending dates of the grant
period, and in the rest of these instructions,
substitute the term “grant period” for “funding
period.”

Seif-explanatory

The purpose of columns, 1, II and 111 is to show
the effect of this reporting period’'s transactions
on cumulative financial status. The amounts
entered in column I will normally be the same
as those in column 111 of the previous report in
the same funding period [f this is the first or
only report of the funding period, leave columns
I and 1] blank If you need to adjust amounts
entered on previous reports, footnote the
column | entry on this report and attach an
explanation

Enter total gross program outlays Include
disbursements of cash realized as program
income if that income will also be shown on
lines 10c or 10g Do not include program income
that will be shown on lines 10r or 10s

For reports prepared on a cash basis, outlays are
the sum of actual cash disbursements for direct
costs for goods and services, the amount of
indirect expense charged, the value of in-kind
contributions applied, and the amount of cash
advances payments made to subrecipients For
reports prepared on an accrual basis, outlayvs
are the sum of actual cash disbursements for
direct charges for goods and services, the
amount of indirect expense incurred. the value
of in-kind contributions applied, and the net
increase or decrease in the amounts owed by the
recipient for goods and other property received,
for services performed by employees, contrac-
tors, subgrantees and other payvees, and other
smounts becoming owed under programs for
which no current services or per{formances are
required, such as annuities, insurance claims,
and other benefit payments

10b

10c¢

Enter any receipts related to outlays reported
on the form that are being treated as a
reduction of expenditure rather than income,
and were not already netted out of the amount
shown as outlays on line 10a.

Enter the amount of program income that was
used 1n accordance with the deduction
alternative.

Note: Program income used in accordance with other

alternatives is entered on lines q, r, and s
Recipients reporting on a cash basis should
enter the amount of cash income received. on an
accrual basis, enter the program income earned
Program income may or may not have been
inciuded in an application budget andior a
budget on the award document. If actual income
is from a different source or is significantly
different in amount, attach an explanation or
use the remarks section

10d,e,f,g. h.iand) Self-explanatory

10k

101
10m
10n,
11a
11b

llc

11d

1le

Enter the total amount of unliguidated
obligations, including unliquidated obligations
10 subgrantees and contractors

Unliquidated obligations on a cash basis are
obligations incurred. but not vet paid On an
accrual basis, they are obligations incurred. but
for which an outlay has not vet been recorded

Do not include any amounts on line 10k that
have been inciuded on lines 10a and 10j

On the final report, iine 10k must be zero
Self-explanatory

On the final report, line 10m must also be zero
o,p.q.r.sandt Sell-explanatory
Self-explanatory

Enter the indirect cost rate in effect during the
reporting period

Enter the amount of the base against which the
rate was applied

Enter the total amount of indirect costs charged
during the report period

Enter the Federal share of the amount in 114

Note' If more than one rate was in effect during the

period shown in item 8, attach a schedule
showing the bases against which the different
rates were applied, the respective rates, the
calendar periods they were in effect, amounts of
indirect expense charged to the project, and the
Federal share of indirect expense charged to the
project to date

SF 269 (Rev 4-88) Bacx
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EXHIBIT C-1
SAMPLE COPY OF SF-269A
FINANCIAL STATUS REPORT
(Short Form)
(Follow instructions on the back)
1. Federal Agency and Organizatona!l Eilement 2. Federal Grant or Other Identitying Number Assigned | OMB Approvat | Page of
to Which Report 1s Submitted By Feceral Agency No.
0348-0039
pagas
3. Recipent Organizanon (Name and agdress, g ZIP code)
4. Employer identiicaton Number S. Recient Account Number of identifying Number | g, Final Report 7. Basis
O ves [J No O Casn [J Accrual
8. Funding/Grant Penod (See instructions) 9. Penod Covered by this Report
From: (Month, Day, Year) To: (Month, Day, Year) From: (Month, Day. Year) To: (Month, Day, Year)
10.Transactons: [} "
This Cumulative
Period
a Tow outiays
b. Recipent share of outiays
c. Federal share of outtays
d. Total uniguidated obligations
8. Recipent share of unliquidatad obligations
f.  Federal share of unkquidated abhgatons
g. Total Federal share (Sum of iines c and f)
h.  Towl Federal tunds authonzed for this fundmg penod
i Unobtigaed baiance of Federat funds (Line h minus line g)
a. Type. ot Raw (Place “X" in appropnate box)
O Prowisional [ Predetermined [ Final O Fixed
11.Indrect
Exponse b. Rate c. Base d. Totai Amount e. Federal Share
12. femarks: Attach any exp ions ¢ d nec y or information required by Federsl sponsonng agency in comphance with goverming
legrsiaton

13. Certficaton: I certify to the bast of my knowledge and belief that this report is correct and complete and that all outiays and
fiquidated obligati are for the purposes set forth in the award documents.

Typed or Pnnted Name and Title Telephone (Area code, number and extension)
Signature ot Authorized Certitying Otficial Date Report Submitted
NSN 7540-01-218-4387 289-201 Standard Form 269A (REV 4-88)
Py i by OM8 Ca A-102 and A-110
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FNS HANDBOOK 501
EXHIBIT C-1

FINANCIAL STATUS REPORT

(Short Form)
Please type or print legibly. The following general instructions explain how to use the form itself. You may need
additione! information to complete certain items correctly, or to decide whether a specific item is applicable to this
award. Usually, such information will be found in the Federal agency’s grant regulations or in the terms and
conditions of the award. You may also contact the Federal agency directly.

Entry

Item

Entry

1, 2 and 3.

4.

5.

10.

10a.

Self-explanatory.

Enter the employer identification number
assigned by the U.S. Internal Revenue Service.

Space reserved for an account number or other
identifying number assigned by the recipient.

Check yes only if this is the last report for the
period shown in item 8.

Self-explanatory.

Unless you have received other instructions from
the awarding agency, enter the beginning and
ending dates of the current funding period. If this
is a multi-year program, the Federal agency
might require cumulative reporting through
consecutive funding periods. In that case, enter
the beginning and ending dates of the grant
period, and in the rest of these instructions,
substitute the term “grant period” for "funding
period.”

Self-explanatory.

The purpose of columns, I, I and III is to show the
effect of this reporting period’s transactions on
cumulative financial status. The amounts
entered in column | will normally be the same as
those in column III of the previous report in the
same funding period. If this is the first or only
report of the funding period, leave columns I and
II blank. If you need to adjust amounts entered
on previous reports, footnote the column [ entry
on this report and attach an explanation.

Enter total program outlays less any rebates,
refunds, or other credits. For reports prepared on
a cash basis, outlays are the sum of actual cash
disbursements for direct costs for goods and
services, the amount of indirect expense charged,
the value of in-kind contributions applied, and
the amount of cash advances and payments made
to sub-recipients. For reports prepared on an
accrual basis, outlays are the sum of actual cash
disbursements for direct charges for goods and
services, the amount of indirect expense
incurred, the value of in-kind contributions

10b.
10c.
10d.

contributions applied, and the net increase or
decrease in the amounts owed by the recipient for
goods and other property received, for services
performed by employees, contractors,
subgrantees and other payees, and other
amounts becoming owed under programs for
which no current services or performances are
required, such as annuities, insurance claims,
and other benefit payments.

Self-explanatory.
Self-explanatory.

Enter the amount of unliquidated obligations,
including unliquidated obligations to subgran-
tees and contractors.

Unliquidated obligations on a cash basis are
obligations incurred, but not yet paid. On an
accrual basis, they are obligations incurred, but
for which an outlay has not yet been recorded.

Do not include any amounts on line 10d that have
been included on lines 10a, borec.

On the final report, line 10d must be zero.

10e,f, g, hand i. Self-explanatory.

1la.
11b.

1lc.

11d.

1le.
Note:

Self-explanatory.

Enter the indirect cost rate in effect during the
reporting period.

Enter the amount of the base against which the
rate was applied.

Enter the total amount of indirect costs charged
during the report period.

Enter the Federal share of the amount in 11d.

If more than one rate was in effect during the
period shown in item 8, attach a schedule
showing the bases against which the different
rates were applied, the respective rates, the
calendar periods they were in effect, amounts
of indirect expense charged to the project, and
the Federal share of indirect expense charged
to the project to date.

SF 269A (4-88) Back
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EXHIBIT E

SAMPLE COPY OF FORM FNS-101

’ FORM APPROVED OMB NO. 0584-0025
.S. DEPARTMENT OF AGRICULTURE - FOOD AND NUTRITION SERVICE

u
PARTICIPATION IN FOOD PROGRANMS - BY RACE
FNS instruction 113-1

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless it displays a valid OMB
control number. The valid OMB control number for this information collection is 0584-0025. The time requied 1o complete this information
collection is estimated to average 2 hours per response, including the time for reviewing instructions, searching existing data sources, gathering and
maintaining the data needad, and compieting and reviewing the collection of information.

1. STATENTO 2. PAOGRAM ("X one oniy). 3A. NAME OF PROJECT AREA 4. NAME & ADDRESS OF REPORTING WELFARE AGENCY OR

Use separate form for each DISTRIBUTING AGENCY

program).
5. REPORTING YEAR D FOOD STAMP 3B. PROJECT AREA CODE

July FDPIR
AMERICAN INDIAN INATIVE HAWA!
OR ASIAN BLACK OR B OR OTHER -~ WHITE L] AL
ALASKA NATIVE AFRICAN AMER [PACIHC ISLANDER ONE RACE (See Note Beiow!

o

CONTACTS PARTICi-

. NO. OF HOUSEHOLD i
PATING BY RACE

|

7. NO. OF HISPANIC |
OR LATINO HH |
CONTACTS BY RACE {,

A TN
o . . N LT\ j
NOTE: Tots! number of participating household contacts in item & should agree wy date &d\on the respective monthly report (July)
submitted for the Food Stamp Program (Form FNS-388A) or the Food Distri&u‘qﬂ ‘qpﬁdgnﬁegrvarions {Form FNS-1 55/. v

¥

8. REMARKS f ’\Zi\)\\ \&“{T\‘\r\‘\\)\},p\,\ N
QRN
= i "
DATE JTlTLE RS2 —FIGNATUHE

FORM FNS-101 (9-98) Frevious edition obsolere ORIGINAL - FNS Regional Otfice

Eiectronic Form Version Designed in JetForm S.01 |\ urther monies or other benetits may be paid out under these programs uniess this report
is completed and filed as authorized by existing law (Title Vi ot the Civil Rights Act of 1964.

SIDE 2

INSTRUCTIONS

This report will be prepared annually covering the month of July.

REPORTING UNITS - Send the original and one copy to reach the State Agency as soon as possible, but
no later than the 20th of August.

STATE AGENCIES AND INDIAN TRIBAL ORGANIZATIONS (ITOs) - shall determine that reports have been
received from all reporting units. The original copy shall be forwarded to the appropriate FNS Regional Office

P

to reach that office as soon as possibie, but no iater than the 15th of September.

REGIONAL OFFICES - shall determine that reports have been received from all State Agencies, Indian Tribal
Organizations, and reporting units. The regionai office shall enter all jocal sgency information into FSPIIS

and SNPJIIS databases by the 20th of November.

Items 1 thru 5 and 8 - self explanatory.

ltern 6 - A household contact is the person who compistes the application or is interviewed. Report for only
one household contact per participating household. Report for each raciai group the number of household
contacts that participated {received coupon benefits or commodities) during July and that selected one race.
Report the number of household contacts that participated in July and that reported they are more than one

race in the "More Than One Race” block.

Item 7 - Using the same racial categories from item 6, in item 7 blocks, report for each racial group the
number of household (HH) contacts who participated in July who are Hispanic or Latino.

FORM FNS-101 (9-98) (Reverse/
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EXHIBIT F

SAMPLE COPY OF FORM FNS-155

U.S. DEPARTMENT OF AGRICULTURE - FOOD AND NUTRITION SERVICE

INVENTORY MANAGEMENT REGISTER

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information uniess it displays a vahd
i 0293. The ume required to compiete this informanion

OMB control number. The valid OMB control number for this information collection is 0584-
[ b tor reviewing instructions, searching existing data sources, gathering

collection is estimated 1o average .25 hour per response, including the time 1
and r ining the data r ded, and P g and iewing the coll ion ot information.
LIST STATE INVENTORY(IES) GREATER THAN 6 MONTHS

DA CODE

STATE AGENCY

MONTH/YEAR

QUANTITY (CASES) DISPOSITION/COMMENTS
(3)

COMMODITY & CODE
(2)

(1)

{4) EXCESS INVENTORIES TO REPORT {6) SIGNATURE/TITLE

[ves o

(7) DATE

{5) TEFAP HOUSEHOLD PARTICIPATION (JAN/APR/JUL/OCT)

FORM FNS-155 {9-98) Previous editions obsolete
Electronic Form Varsion Designed in JetForm 5.01 Version

PAGE OF



FNS HANDBOOK 501
EXHIBIT F

INSTRUCTIONS

SUBMISSION: Forward the original of this document to the appropriate Food and Nutrition Service (FNS) Regional
Office no later than 30 calendar days following the last day of the month being reported.

USDA commuodities shipped to the States for the Commodity Suppiemental Food Program (CSFP} and the Food
Distribution Program on Indian Reservations (FDPIR) shall not be inciuded on this form. State Distributing Agencies
(DA) receiving CSFP and/or FDPIR commodities shouid reflect these inventories of the FNS-153 and FNS-152

respectively.

REPORT IDENTIFICATION: Enter the State DA name, the DA code, report month, and calendar year if the individual
State submission requires more than one page, this data need be provided only on the first page of the submission.

PURPOSE

The FNS-155 captures by type, commodities physically warehoused in any State-operated or State-contracted storage
facility that exceeds a cumulative 6 month inventory. Commodities remaining in these warehouses at the end of the
report month shall be counted as State inventory until such commodities are distributed to recipient and/or sub-
distributing agencies.

EXCESS 6-MONTH COMPUTATION: To identify excess inventories, by type of commodity, divide the accumulated
State inventory balance at the end of the report month by the average quantity of that commodity distributed to the
recipient and/or sub-distributing agencies during a typical month.

COLUMN:

1.

2.

USDA COMMODITY CODE: Enter the four-digit FNS commodity code, and short title.

QUANTITY-CASES: Using the above computation process, by commodity type, enter the cumulative number of
cases that exceed a 6-month level.

DISPOSITION/COMMENTS: [f applicable, for this type of commodity, identify and single warehouse facility storing
over a 6 manth inventory. Indicate the distribution plan that has been devised to ensure the inventory level is
diminished in a timely manner. States may also indicate justifications for instances where more than a six month

inventory is needed.

NO EXCESS INVENTORIES: Check the appropriate box to indicate whether or not there exists an excess inventory
of commodities for the report month.

TEFAP HOUSEHOLD PARTICIPATION: Those SDAs responsible for TEFAP distributions should enter the total
cumulative number of households receiving USDA commodities under TEFAP during the quarter. (Circle the first
month of the quarter for which data are being reported.) States are given 60 days after the end of the quarter to
report quarterly TEFAP participation data First quarter data (October, November, December) should be reported on
the January FNS-155 report, which is due by the end of February; second quarter data should be reported on the
April FNS-155 report, which is due by the end of May: third quarter data should be reported on the July FNS-155
report, which is due by the end of August; and fourth quarter data should be reported on the October FNS-155
report, which is due by the end of November.

TITLE: Enter the approving official's title and signature.

DATE: Enter the date the report is signed.
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EXHIBIT H

PRINCIPLES FOR DETERMINING COSTS APPLICABLE TO
ADMINISTRATION OF THE FOOD DISTRIBUTION PROGRAM
ON INDIAN RESERVATIONS

This Exhibit sets forth the procedures implementing uniform requirements
for the negotiations and approval of cost allocation plans with State
agencies, in accordance with the provisions of Federal Management Circular
74=-4 and OASC-10, “Cost Principles and Procedures for Establishing Cost
Allocation Plans and Indirect Cost Rates for Grants and Contracts with the
Federal Government,”" U.S. Department of Health, Education and Welfare.
This material is adapted substantially from the circular; changes have
been made only when necessary in order to conform with legislative
constraints.

A. Purpose and scope.--(1) Objectives. This Exhibit sets forth
principles for derermining the allowable costs of administering the Food
Distribution Program by State agencies under FNS approved State Plans of
Operation. The principles are for the purpose of cost determination and
are not intended to identify the circumstances or dictate the extent of
FTederal and State or local participation in the financing of the Program.
They are designed to provide that all Federally assisted programs bear
their fair share of costs recognized under these principles, except where
restricted or prohibited by law. No provision for profit or other increment
above cost is intended. .

(2) Policy guides. The application of these principles is based on
the fundamental premises that: (a) State agencies are responsible for
the efficient and effective administration of the Food Distribution Program
through the application of sound management practices.

(b) The State agency assumes the responsibility for seeing-that
Food Distribution Program funds have been expended and accounted for
consistent with underlying agreements and program objectives.

(c) Each State agency, in recognition of its own unique
combination of staff facilities and experience, will have the primary
responsibility for employing whatever form of organization and management
techniques as may be necessary to assure proper and efficient administration.

(3) Application. These principles will be applied by FNS in
determining costs incurred by State agencies receiving FNS payments for
administering the Food Distribution Program.

B. Definitions. Approval or authorization by FNS means documentation
evidencing consent prior to incurring specific costs.

Cognizant Federal Agency means the Federal agency recognized by
OMB as having the predominate interest in terms of program dollars.
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Cost allocation plan means the documentation identifying,
accumulating, and distributing allowable costs of program administration
together with the allocation methods used.

Cost, as used herein, means cost as determined on a cash, accrual,
or other basie acceptable to FNS as a discharge of the State agency's
accountability for FNS funds.

Cost center means a pocl, summpary account, objective or area
established for the accumulation of costs. Such areas include objective
organizational units, functions, objects or items of expense, as well as
ultimate cost objective(s) including specific costs, products, projects,
contracts, programs and other operatiouns.

Federal agency means FNS and alsc any department, agency,
commission, or instrumentality in the executive branch of the Federal
Government which makes grants to or contracts with State, local, or Indian
tribal governments.

Payments for administrative costs means reimbursement or advances
for costs to State agencies pursuant to any agreement whereby FNS provides
funds to carry out programs, services, or activities in connection with
administration of the Food Distribution Program. The principles and policies
stated in this Exhibit as applicable to program payments in general also apply
to any State agency obligations under a cost reimbursement type of agreement
performed by & subagency, including contracts and subcontracts.

Food Distribution Program administration means those activities
and operations of the State agency which are necessary to carry out the
purposes of the Food Stamp Act of 1977 and 1304(a) of the Food and
Agriculture Act of 1977, including any portion of the Program financed
by the State agency. o

Local unit means any political subdivision of government below the
State agency level. . :

Other agencies of the State means departments or agencies of
the State or local unit which provide goods, facilities, and services to
& State agency.

Subagencies means the organization or person teo which a State agency
makes any payment for acquisition of goods, materials or services for use
in adminigtering the Food Distribution Program and which is accountable
to the State agency for the use of the funds provided.

Services, as used herein, means goods and facilities, as well
as services.
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Supporting services means auxiliary functions necessary to
sustain the direct effort of administering the Food Distribution Program.
These services may be centrailzed in the State agency or in some other
agency, and include procurement, payroll, personnel functions, maintenance
and operation of -space, data processing, accounting, budgeting, auditing
mail and messenger service, and the like.

C. Basic guidelines.--(1) Factors affecting allowability of costs.
To be allowable under the Food Distribution Program, costs must meet the
following general criteria:

{(a) Be necessary and reasonable for proper and efficient
administration of the Program, be allocable therero under these principles,
and, except as specifically provided herein, not be a general expense
required to carry out the overall responsibilities of State, local, or
Indian tribal govermments.

(b) Be authorized or not prohibited under State, local, or
Indian tribal laws or regulations.

(c) Conform to any limitations or exclusions set forth in
these principles, Federal laws, or other governing limitations as to
types or amounts of cost items.

(d) Be consistent with policies, regulations, and procedures
that apply uniformly to both Federally-assisted and other activities of
the unit of government of which the State agency is a part.

(e) Be accorded consistent treatment through application
of generally accepted accounting principles appropriate to the circumstances.

(f) Not be allocable to or included as a cost te any other
Federally financed program in either the current or a prior period.

(g) Be the net of all applicable credits.

(2) Allocable costs. (a) A cost allocable to a particular cost
objective to the extent of benefits received by such objective.

(?) Any cost allocable to a particular program or cost
objective under these principles may not be shifted to other Federal programs
to overcome fund deficiencies, avoid restrictions imposed by law or grant
agreements, or for other reasons.

(¢) Where an allocation of joint cost will ultimately result
in charges to the Program, an allocation plan will be required as prescribed
in Section 1 of these principles.

(3) Applicable credits. (a) Applicable credits refer to those
receipts or reduction of expenditure-type transactions which offset or reduce
expense items allocable to programs as direct or indirect costs. Examples

3
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of such transactions are: Purchase discounts; rebates or allowances;
recoveries or indemnities on losses; sale of publications, equipment,

and scrap; income from personal or icidental services; and adjustments of
overpayments or erroneous charges.

(b) Applicable credits may also arise when Federal funds are
received or are available from sources other than FNS to finance operations
or capital items donated or financed by the Federal Govermment to fulfill
matching requirements under another program. These types of credits
should likewise be used to reduce related expenditures in determining rhe
rates or amounts applicable to a given program.

D. Composition of cost.— (1) Total cost. The total cost of a program
is comprised of the allowable direct cost incident to its performance,
plus its allocable portion of allowable indirect costs, less applicable
credits.

(2) Classification of costs. There is no universal rule for
classifying certain costs as either direct or indirect under every
accounting system. A cost may be direct with respect to some specific
service or function, but indirect with respect to a program or other
ultimate cost objective. However, it is essential that each item of cost
be treated consistently either as a direct or an indirect cost. Specific
guides for determining direct and indirect costs allocable under the Focd
Distributiorn. Program are provided in the section which follows.

E. Direct costs.--(1) General. Direct costs are those that can
be identified specifically with & particular cost objective. These costs
may be charged directly to the Food Distribution Program, contracts, or
to other programs against which costs are finally lodged. Direct costs
may also be charged to cost objectives used for the accumulation of cost
pending distribution in due course to programs and other ultimate cost
objectives.

2) Application; iypiéal direct costs chargeable to the Food
Distribution Program are: (a) Compensation of employees for the time and
effort devoted specifically to the administration of the Program.

{b) -Cost of materials acquired, consumed, or expended
specifically for the purpose of the Program.

(c) Equipment and other approved capital expenditures.

(d) Other items of expense incurred specifically for efficiently
and effectively administering the Food Distribution Program. _

(e) Services furnished specifically for the Program by other
agencies, provided such charges are consistent with criteria outlined in
Section G of these principles._ - 5
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F. 1Indirect costs.--(1) General. 1Indirect costs are those:

(a) Incurred for a common or joint purpose benefiting more
than one cost objective.

(b) Not readily assignable to the cost objectives specifically
benefited, without effort disproportionate to the result achieved.

The term indirect cost as used herein applies to costs of this
type originating in the State agency, as well as those incurred by other
departments in supplying goods, services, and facilities to the State
agency. To facilitate equitable distribution of indirect expenses to the
cost objectives served, it may be necessary to establish a number of pools
of indirect cost within a State agency or in other agencies providing
services to a State agency. Indirect cost pools should be distributed
to benefiting cost objectives on bases which will produce an equitable
result in consideration of relative benefits derived.

(2) State agency indirect costs. All State agency indirect costs,
including the various levels of supervision, are eligible for allocation
to the Program provided they meet the conditions set forth in their
principles. In lieu of determining the actual amount of State agency indirect
cost allocable to the Program, the following methods may be used:

(a) Predetermined fixed rates for indirect costs. A predetermined
fixed rate for computing indirect costs applicable to program administration
may be negotiated annually in situations where the cost experience and
other pertinent facts available are deemed sufficient to enable the parties
to reach an informed judgement: (1) as to the probable level of indirect
costs, in the State agency during the period to be covered by the negotiated
rate, and (2) that the amount allowable under the predetermined rate would
not exceed actual indirect costs.

(b) Negotiated lump sum for overhead. A negotiated fixed
amount in lieu of indirect costs may be appropriate under circumstances where
the benefits derived from a State agency's indirect services cannot be
readily determined as in the case of a small self-contained or isolated
activity. When this method is used, a determination should be made that
the amount negotiated will be approximately the same as the actual indirect
cost that may be incurred. Such amounts negotiated in lieu of indirect costs
will be treated as an offset to total indirect expenses of the State agency
before allocation to remaining activities. The base on which such remaining
expenses are allocated should be appropriately adjusted.

(3) Limitation on indirect costs. Some Federal programs may
be subject to laws that limir the amount of indirect cost that may be
allowed. When the amount allowable under a statutory limitation is less
than the amount otherwise allocable as indirect costs under these principles,
the amount not recoverable as indirect costs under a program may not be
shifted to the Food Distribution Program.

5
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G. Cost incurred by other agencies of the State.--(1) General.
The cost of service provided by other agencies may only include allowable
direct costs of the service plus a pro rata share of allowable supporting
costs and supervision directly required in performing the service, but not
supervision of a general nature such as that provided by the head of a
department and his staff assistants not directly involved in operations.
However, supervision by the head of a department or agency whose sole
function is providing the service furnished would be an eligible cost.
Supporting costs include those furnished by other units of the supplying
department or by other agencies.

(2) Alternative methods of determining indirect cost. " In lieu of
determining actual indirect cost related to a particular service furnished
by other agencies of the State, either of the following altermative
methods may be used, provided only one method is used for a specific service
during the fiscal year involved.

(a) Standard indirect rate. An amount equal to ten percent
of direct labor cost in providing the service performed by other agencies
of the State (excluding overtime, shift, or holiday premiums and fringe
benefits) may be allowed in lieu of actual allowable indirect cost for
that service.

(b) Predetermined fixed rate. A predetermined fixed rate
for indirect cost of the unit or activity providing service may be negotiated
as set forth in Section F(2) of these principles.

B. Cost incurred bv State agency for others. The principles
provided in Section G will also be used in determining the cost of services
provided by the State agency to another agency.

1. Cost Allocation Plan.— (1) A cost allocation will be required
to support the distribution of any indirect costs. All costs allocable
to the Food Distribution Program under cost allocation plans will be
supported by formal accounting records which will substantiate the proprierty
of eventual charges. s

(2) There are two types of cost allocation plans: (a) Statewide
or central service cost allocation plan identifies and distributes the
cost of services provided by support organizations to those departments
or units participating in Federal programs.

(b) Indirect Cost proposals distribute the administrative or
joint costs incurred by the State agency and the cost of service allocable
to it under the Statewide or central service cost allocation plan in a
Tatio to all work performed by the State agency. The process involves
applying a percentage relationship of indirect cost to direct cost.
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(3) Requirements. The cost allocation plan of the State agency
shall cover all allocated costs of the department, as well as cost to be
allocated under plans of other agencies or organizational units, which are
to be included in the costs of Federally-sponsored programs. The cost
allocation plans of all the agencies rendering services to the State
agency, to the extent feasible, should be presented in.a single document.

(4) Instructions for Preparation of Cost Allocation Plans. 1In
most cases, the Department of Health, Education and Welfare, in consultation
with the other Federal agencies concerned, will be responsible for developing
and issuing the instructions for use by State agencies in preparation of
cost allocation plans. The responsibility applies to both central support
services at the State, local, and Indian tribal government level and indirect
cost proposals of individual State agencies.

(5) Submitting Plans for Approval. (a) Responsibility for
approving cost allocation plans for individual State agencies has been
assigned by the Office of Management and Budget to the cognizant Federal

agency.

{(b) State cost allocation plans must be submitted tc the
cognizant Federal agency within six months after the last day of the
State's fiscal year. Upon request by the State agency, an extension of
time for submittal of the cost allocation plan may be granted by the
cognizant Federal agency. It is essential that cost allocation plans
be submitted in a timely manner. Failure to submit the plans when required
will cause the State agency to become delinquent. In the event a State
becomes delinquent, FNS will not provide for the recovery of central
service and indirect costs, sand such costs already made and claimed against
Food Distribution Program funds will be subject to disallowance.

(5) Negotiation and Approval of Cost Allocation Plans for States.
The cognizant Federal agency, in colaboration with Federal agencies
concerned, will be responsible for negotiation, approval, and audit of
cost allocation plans.

(6) Negotiation and Approval of Cost Allocation Plans for Local
Governments. Cost allocation plans will be retained at the local government
level for audit by the cognizant Federal agency except in those cases where
that agency requests that cost allocation plans be submitted to it for
negotiation and approval.

(7) A current list of cognizant Federal agencies is maintained by
the Office of Management and Budget.

(8) Resolution of Problems. The Office of Management and
Budget will lend assistance in resolving problems encountered by Federal
agencies on cost allocation plamns.
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(9) Approval by FNS. FNS reserves the right to disapprove costs
not meeting the general criteria outlined in Section C of these principles.
FNS shall promptly notify the State agency in writing of the disapproval,
the reason for the disapproval and the effective date. Costs incurred by
State agencies after disapproval may not be charged tc FNS unless FNS
subsequently approves the cost. ‘

Standards for Selected Items of Cost

A. Allowable Cost. Standards for allowability of costs are
established by Federal Management Circular 74-4. These standards will
apply regardless of whether a particular item of cost 1is treated as
direct or indirect. Failure to mention a particular item of cost in
these standards is not intended to imply that it is either allowable
or unallowable, rather determination of allowability in each case should
be based on the treatment of standards provided for similar or related
items of cost. The allowability of the selected items of cost is subject
to the gneral policies and principles as stated in Attachment A to Federal
Management Circular 74-4. :

(1) Accounting. The cost of establishing and maintaining accounting
and other information systems required for the management of the Food
Distribution Program is allowable. This includes costs incurred by central
service agencies of the State or Indian tribal govermment for these purposes.
The cost of maintaining central accounting records required for overall
State, local, or Indian tribal governments purposes, such as appropriation
and fund accounts by the Treasurer, Comptroller, or similar officials, is
considered to be a2 general expense of government and is mot allowable.

{2) Advertising.  Advertising wedia includes newspapers,
magazines, radio and television programs, direct mail, trade papers, anc
the like. The advertising costs allowable are those which are solely for:

(8) Recruitment of personnel required for the Program;

{b) Solicitation of bids for ‘the procurement of goods and
services required; - ‘

(c) Disposal of scrap or surplus materials acquired in the
performance of the agreement; and

(d) Other purposes specifically provided for by FNS regulations
or approved by FXS in the administration of the Food Distribution Progras.

(3) Advisory Councils. Cost incurred by State advisory councils

. or committees established to carry out Food Distribution Program goals are
allowable. The cost of like organizations is allowable when used tc improve
the efficiency and effectiveness of the Program.

8
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(4) Audit Service. The cost of audits necessary for the administration

and management of functions related to the Program is allowable.

(5) Bonding. Costs of premiums on bonds covering employees who
handle Food Distribution Program funds are allowable. The amount of
allowable coverage shall be limited to the anticipated maximum amount of
food distribution administrative funds handled at one time by that employee.

(6) Budgeting. Cost incurred for the development, preparation,
presentation, and execution of budgets are allowable. Costs for services
of a central budget office are generally not allowable since these are
costs of general government. However, where employees of the central
budget office actively participate in the State agency's budget process,
the costs of services identifiable to the Food Distribution Program are
allowable.

(7) Building Lease Management. The administrative cost for
lease management which includes review of lease proposals, maintengnce
of a list of available property for lease, and related activities is
allowable.

(8) Central Stores. The cost of maintaining and operating a
central stores organization for supplies, equipment, and materials used
either directly or indirectly for the Food Distribution Program is
allowable.

(9) Communications. Communication costs incurred for telephone
calls or service, telegraph, teletype service, wide area telephone service
(WATS), centrex, telpak (tie lines), postage, messenger service and similar
expenses are allowable.

(10) Compensation for Personal Services.--(a) General. Compensation
for personal services includes all remuneration, paid currently or accrued,
for services rendered during the period of performance in the administration
of the Program including, but not necessarily limited to, wages, salaries,
and supplementary compensation and benefits as defined in Section A(13)
of these principles. The cost of such compensation are allowable to the
extent that total- compensation for individual employees is reasonable for
the services rendered; follows an appointment made in accordance with
State, local, or Indian tribal government laws and rules and which meets
Federal Merit System or other requirements, where applicable; and is
determined and supported as provided in Section A of these principles.
Compensation for employees engaged in Federally~-assisted activities will
be considered reascnable to the extent that it is consistent with that
paid for similar work in other activities of the State, local or Indian
tribal government. 1In cases where the kinds of employees required for
the Food Distribution Program activities are not found in the other activities
of the State, local, or Indian tribal government, compensation will be
considered reasonable to the extent that it is comparable to that paid for
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similar work in the labor market in which the employing government

competes for the kind of employees involved. Compsenation sSurveys proviacii.,
data representative of the labor market involved will be an acceptable
basis for evaluating reasonableness.

(b) Payroll and Distribution of Time. Amounts charged to
the Program for personal services regardless of where treated as direct
or indirect costs, will be based on payrolls documented and approved in
accordance with the generally accepted practice of the State, local
agency. Payrolls must be supported by time and attendance or equivalent
records for individual employees. Distribution of salaries and wages of
employees chargeable to more than one program or other cost objective
will be supported by appropriate time reports or approved time study
methodologies. The method used should be included in the cost allocation
plan and should be approved by FNS.

(11) Depreciation and Use Allowance.-—(a) State agencies mav be
compensated for the use of buildings, capital improvements, and equipment
through wse allowances or depreciation. Use allowances are the means cof
providing compensation in lieu of depreciation or other equivalent costs.
However, a combination of the two methods may not be used in comnectic:. il
a single class of fixed assets.

(b) The computation of depreciation or use allowances will be
based on acquisition cost. Where actual cost records have not been
maintained, a reasonable estimate of the original acquisition cost mav be
used in the computation. The computation will exclude the cost of anv
pertion c¢f the cost of buildings and equipment donated or borne directl:.
or indirectly by the Federal Government through charges to Federal programs
or otherwise, irrespective vf where title was originally vested or where
it presently resides. 1In addition, the computation will also exclude tl.o
cost of acquisition of land or buildings.

(c) Where the depreciation method is followed, adequate prover:
records must be maintained, and any general accepted method of computing
depreciation may be used. However, the wethod of computing depreciation

must be consistently applied for any specific asset or class of assets ior
all affected Federally-sponsored programs and must result in equitable
charges considering the extent of the use of the assets for the benefit of
such programs.

(d) In lieu of depreciation, & use allowance for buildings and
improvements may be computed at an annual rate not exceeding two percent
of acquistion cost. The use allowance for equipment (excluding items
properly capitalized as building cost) will be computed at an annua? va:=
not exceeding six and two-thirds percent of a acquisition cost of
usable equipment.

(e) No depreciation or use charge may be allowed on anv
assets -that would be considered as fully depreciated, provided, however,
tha: reasonable use changes may be negotiated for any such assets if

10
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warranted after taking into consideration the cost of the facility or

item involved, the estimated useful life remaining at time of negotiation,

the effect of any increased maintenance charges or decreased efficiency due
to age, and any other factors pertinent to the utilization of the facility

or item for the purpose contemplated.

(12) Disbursing Service. The cost of disbursing program funds by
the State Treasurer or other designated officer is allowable. Disbursing
services cover the processing of checks or warrants, from preparation
to reconciliation of such records with related cash accounts.

(13) Employee Fringe Benefits. Costs identified are allowable
to the extent that total compensation for employees is reasonable as defined
in paragraph (10) (a) of these principles.

(a) Employee benefits in the form of regular compensation paid
to employees during periods of authorized absences from the job, such as
for annual leave, sick leave, court leave, military leave, and the like,
if they are: (1) provided pursuant ‘to an approved leave system, and (2) the
cost thereof is equitably allocated to all related activities, including
Federally-assisted programs.

(b) Employee benefits in the form of employers' contributions
or expsense for social security, employees' life and health insurance
plans, unemployment insurance coverage, workers' compensation insurance
pension plans, serverance pay, and the like, provided such benefits are
granted under approved plans and are distributed equitably to programs and
to other activites.

(14) Employee Morale, Health and Welfare Costs. The cost of health
or first-aid clinics and/or infirmaries, recreational facilities, employees'
counseling services, employee information publications, and any related
expenses incurred in accordance with general State, local or Indian tribal
policy, are allowable. Income generated from any of these activities will
be offset against expenses.

(15) Exhibits. Cost of exhibits relating specifically to the
Food Distribution ‘Program are allowable.

(16) Legal Expenses. The cost of legal expenses required in the
administration of the Program is allowable. Llegal services furnished by
the chief legal officer of a State, local or Indian tribal government or
his staff solelv for the purpose of discharging his Reneral responsibilities
as legal officer are unallowable. Legal expenses for the prosecution of
claims against the Federal Government are unallowable.

(17) Maintenance and Repair. Costs incurred for necessary
maintenance, repair, or upkeep of property which neither add to the
permanent value of the property nor appreciably prolong its intended life,
but keep it in an efficient operating condition, are allowable.

11
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(18) Materials and Supplies. The cost of materials and supplies
necessary to carry out the Program is allowable. Purchases made
specifically for the Program should be charged thereto at their actual
prices after deducting all cash discounts, trade discounts, rebates, and
allowances received by the State agency. Withdrawals from general stores
or stockrooms should be charged to cost under any recognized method of
pricing consistently applied. Incoming transportation charges are a proper
part of material cost. 5

(19) Memberships, Subscriptions and Professional Activities.--(a) The
cost of membership in civic, business, technical and professional organizations
is allowable, provided:

(i) The benefit from the membership is related to the Program,
(ii) The expenditure is for agency membership,

(iii) The cost of the membership is reasonably related to the
value of the services or benefits received, and

(iv) The expenditure is not for membership in an organizaticr
which devotes a substantial part of its activities to influencing legislation.

(b) Reference Material. _The cost of books, and subscriptions
to civic, business, professional, and technical periodicals is allowable
when related to the Program.

(c) Meetings and Conferences. Costs are allowable when the
primary purpose of the meeting is the dissemination of technical information
relating to the Program and they are consistent with regular practices
followed for other activities of the State agency.

(20) Motor Pools. The costs of a service organization which
provides automobiles to user State agencies at a mileage or fixed rate
and/or provides vehicle maintenance, inspection and repair services are
allowable.

(21) Payroll Preparatian. The cost of preparing payrolls and
maintaining mecessary related wage records is allowable.

(22) Personnel Administration. Costs for the recruitment,
examination, certification, classsification, training, establishment of
pay standards, and related activities for the Program are allowable.

(23) Printing and Reproduction. Cost for printing and reproduction
services necessary for program administration, including but not limited
to forms, reports, manuals, and information literature, is allowable.
Publication costs of reports or other media relating to Program
accomplishments or results are allowable.

12
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— (24> Procurement Service:The cost of procurement service; including —

solicitation of bids, preparation and award of contracts, and all phases
of contract administration in providing goods, facilities and services
for the Program i§_allowab1e.

(25) Taxes. In general, taxes or payments in lieu of taxes which
the State agency is legally required to pay are allowable.

(26) Training and Education. The cost of in-service training,
customarily provided for employee development which directly or indirectly
benefits the Program is allowable. Out-of-service training involving extended
periods of time is allowable only when specifically authorized by FNS.

(27) Transportation. Cost incurred for freight, cartage, express,
postage and other transportation costs relating either to goods purchased,
delivered, or moved from one location to another are allowable.

(28) Travel. Travel costs are allowable for expenses for
transportation, lodging, subsistence, and related items incurred by
employees who are in travel status on official business incident to the
Program. Such costs may be charged on an actual basis, on a per diem
or mileage based in lieu of actual costs incurred, or on a combination of
the two. The changes must be consistent with those normally allowed in
like circumstances in nonfederally-sponsored activities. The difference
in cost between first-class air accommodations and less-than-first class
air accommodations is unallowable except when less-than-first-class air
accommodations are not reasonably available.

B. Costs Allowable with Approval of FNS.--(1) Automatic Data
Processing. The cost of data processing services for Food Distribution
Program administration is allowable. This cost may include rental of
equipment or depreciation on State agency owned quipment. The acquisition
of equipment, whether by outright purchase, rental-purchase agreement
or other method of purchase, is allowable only upon specific prior approval
of FNS as provided under the selected item for capital expenditures. '
The conditions for Food Distribution Program funding of the acquisition
of Automatic Data Processing egquipment and services are contained in these
principles in accordance with OMB Circular No. A-90.

(2) Definitions.~-(a) “Acceptance Documents" means written evidence
of satisfactory completion of an approved phase of work or contract, and
acceptance thereof by the State agency.

(b) "Advance Planning Document" or “APD" means & written
plan of action to acquire the proposed ADP services, system, or egquipment,
the APD must contain a statement ¢of needs and objectives:

(i) The feasibility study;

(ii) A preliminary cost/benefit analysis including lease/purchase

13
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(11i) A personnel resource statement indicatring availability of
qualified and adquate staff including a project director to accomplish
the project objectives;

(iv) A detailed description of the nature and scope of the
activities to be undertaken and the methods to be used;

(v) A proposed schedule;
(vi) A proposed budget; and

(vii) A statement indicating the period of time for which the
services, system, or equipment described are expected to be used; for
integrated computer systems, a statement of the percentage allocated to
FNS and a breakdown or explanation of how the percentage was determined.

(c) "Automatic Data Processing” or "ADP" means data processing
performed by a system of electronic or electrical machines so interconnected
and interacting as to minimize the need for human assistance or
intervention.

(d) "Automatic Data Processing Equipment” or "ADP Equipment"
means:

(1) Electronic digital computers, regardless of size, capacity
or price, thar accept data input, store data, perform calculations and other
processing steps, and prepare information.

(1i) A1l peripheral or auxiliary equipment used in support
of electronic computers whether selected and acquired with the computer
or separately;

(1ii) Data transmission or communications equipment that is
selected and acquired solely or primarily for use with a configuration rf
ADP equipment which includes an electronic computer; and .

(iv) "Data input equipment'’ means equipment used to enter
data directly or indirectly into an electronic digital computer; peripheral
or auxiliary equipment; or data transmission or communication equipment.

(e) "Automatic Data Processing Services" or "ADP Services"
means:

(1) Services to operate ADP equipment, either by private
sources, or by employees of the State agency, or by State or local
organizations other than the State agency; and/or

(ii) Services provided by private sources or by employees of
the State gency or by State and local organizations other than the State
agency to perform such tasks as feasibility studies, system studies, systenm
design efforts, development of system specifications, system analysis,
programming and system implementation.

14



FNS HANDBOOK 501
EXHIBIT H

(f) "Data Processing' means the preparation of source media
containing data or basic elements of information and the use of such sources
media according to precise rules of procedures tc accomplish such cperatioms
as classifving, sorting, calculating, summarizing, recording and
transmicting.

(g) "Feasibility Study" means a preliminary study to determine
whether it is sufficiently probable that effective and efficient use of ADP
equipment or systems can be made to warrant the substantial investment of
staff, time, and money. The study shall project for a three year period
the requirements for ADP equipment, services, and systems.

(h) "Request for Proposal’ or "RFP" means the document used
for public solicitations of competitive proposals from qualified sources
as outlined in 7 CFR 277.14.

(1) "Service Agreement' means a document signed by the State
or local agency and a second State or local organizatiom providng ADP
services to the State or local agency which:

(i) Identifies those ADP services to be provided by the
provider agency;

(1i) Includes, preferably as an amendable attachment, a schedule
2f changes for each identified ADP service, and a certification that
these charges apply equally to all users;

(i1i) Includes a description of the method(s) of accounting for
the services rendered under the agreement and computing services changes;

(iv) Includes assurances that services provided shall be
timelv and satisfactory; and

(v) Requires the provider agency to obtain prior State agency
approval and to follow competitive procurement procedures equivalent
zo those contained in 7 CFR 277.14 for the acquisition of any ADP services
in support of or in addition to the service agreement.

(j) "Software'" means a set of computer programs, procedures,
and associated documentation by which ADP equipment is used and operated.

(k) "System Design" means the putting together of a new or
more efficient ADP system which avoids the deficiencies and discrepancies
in the old system.

(1) "System Specifications" means information about the new
ADP system-~such as workload descriptions, input data, information to
be maintained and processed, data processing techniques, and output
data--which is required to determine the ADP equipment and software necessary
so implement the system design.

15
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(m) "System Study" means the examination of existing information
flow and operational procedures within an organization to determine how
to provide more timely, accurate, and meaningful information for management
decision~making and to develop new or improved ADP systems to service,
control and coordinate the activities of the organization to improve
operational efficiency. The study essentially consists of three basic
phases: Data gathering or investigation of the present system and new
information requirements; analysis of the data gathered in the investigation;
and synthesis, or refitting, of the parts and relationships uncovered through
the analysis into an efficient system.

(3) Obtaining Approval. Prior approval by FNS is required for
costs of ADP equipment or ADP services in support of the Food Distribution
Program which exceed $25,000 in combined Federal and State funds per prcject.
Requests for approvals must be forwarded through the State agency prior
to submittal to FNS. Approval by FNS will be based on & review of the studies
conducted by or for the agency that will justify the acquisition of the
proposed ADP equipment or ADP services. Written approval of the Advance
Planning Document must be obtained from FNS by the State agency prior tc.
entering into contractual agreements or making any other commitment for
acquisition of ADP equipment or ADP services.

(4) Approval by the State Agency. Approval by the State agency
is required for all documents specified in this regulation prior to
submittal for FNS approval. 1In addition, State agency approval is also
required for those acquisitions of ADP egquipment and ADP services not
requiring prior approval by FNS. -

(5) Competitive Procurement. Acquisition of ADP equipment and
purchase of ADP services shall be based on competitive procurement procedures
specified in 7 CFR 277.14 when Food Distribution Program funds are involived.
State agency officials responsible for such procurement will ensure that
formal advertising is the method of procurement unless the conditions for
negotiation in 7 CFR 277.14 are met. Not withstanding the existence of
circumstances justifying negotiation, competitive procurement shall be
obtained toc the maximum extent practicable. The competitive procurement
policy .shall be applicable except for ADP services provided by the agency
itself, or by other State of local agencies. R -

(6) Submittal of Documents.-——(a) -Prior to claiming funding under
the -Food Digstribution Program the State agency will be required to submit:

(1) The advence planning document ;

(11i) The service agreement (vhen data processing services are
to be provided by 2 State central data processing facility or by another
State or local agency);

16
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(iii) The request for proposal, prior to its issuance when service
or equipment proposals are being solicited from commercial sources; and

(iv) The contract, prior to signature of the contracting officer
when services or equipment are to be acquired commercially.

(b) Voluntary submittal, or when requested by FNS, will be
made of:

(i) The system study,

(ii) The system design,'
(iii) The system specifications,
(iv) The acceptance document.

(7) Methods for Charging Costs. Methods and procedures for properly
charging the costs of all systems whether acquired from public or private
sources shall be in accordance with this regulation and applicable FNS
instructions.

(B) Access. Access to the system by FNS in all of its aspects,
including design, development, and operation, including work performed by
any source, and including cost records of contractors and subcontractors,
shall be made available by the State at intervals as are deemed necessary
by FNS to determine whether the conditions for approval are being met and
to determine the efficiency, economy and effectivenss of the system. Failure
to provide full access by approrpiate State and Federal representatives to
all parts of the system shall result in termination of Food Distribution
Program funds in the costs of the system and its operation.

(9) Ownership Rights.--(a) Software. The State will have all
ownership rights in software or modification thereof and associated
documentation designed, developed or installed with Food Distribution
Program funds except that FNS reserves a royalty-free, non-exclusive
license to reproduce, publish, or otherwise use, and to authorize others
Eojjdopjectenchjeascuarsimod it Tcocionandidccument s ticotEs S oo eTa sy
software which i$ provided at established catalog or market prices and sold
or leased to the general public shall not be subject to the ownership
provisions of this section.

(b) Automatic Data Processing Equipment. The policies and
procedures governing title, use and disposition of property purchased with
Food Distribution Program funds, which are covered in 7 CFR 277.13 are applicable
to automatic data processing equipment.

17
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(10) Use of ADP Systems. ADP systems designed, developed or
installed with Food Distribution Program funds shall be used for a period
of time consistent with the Advance Planning Document as approved, or
which FNS shall determine is sufficient to justify the Federal funds
invested.

(11) Basis for Continued Federal Financial Participation. Periodic
onsite surveys and reviews of State and local agency ADP methods and
practices may be conducted by or for FNS to determine the adequacy of such
methods and practices and to assure that ADP equipment and services are
utilized for the purposes for which Federal funds were authorized. Such

surveys may include:

.

(a) Pre-installation Readiness. A pre-installation survey
including an on-site evaluation of the physical site and the State agency's
readiness to use the proposed ADP services, equipment or system when
installed and operational.

(b) Post-installation. A review conducted after installation
of ADP equipment or systems to assure that the objectives for which Federal
financial participation was approved are being accomplished.

(¢) Utilization. A continuing review of ADP facilities to
determine whether or mot the ADP equipment or services are being efficiently
and effectively utilized in support of the Food Distribution Program. Should
FNS determine from such surveys or reviews or otherwise that the State agency
has improperly used Food Distribution Program funds, termination of Food
Distribution Program funding may be invoked. Such termination would be
limited to the costs of the data processing services or equipment in question
as specified in the written notification of termination by FNS.

(12) Application of This Section. The conditions of this section
apply for initial and continuing authority to claim Food Distribution
Program funding for automatic data processing services and equipment. Due
to the procurement of ADP equipment and services, approved cost allocation
plans will not be valid unless documentation required under B(l) of this
Section is submitted and approvals under B(l) of the Section are obtained.

(13) Building Space and Related Facilities. The cost of space in
privately -or publicly owned buildings used for the benefit of the Frograz
in allowable subject to the following conditions.-—-(a) The total cost of
space, whether in a privately or publicly owned building, may not exceed
the rental cost of comparable space and facilities in a privately owned
building in the same locality.

(b) The cost of Space may not be charged to FNS for periods
of nonoccupancy, without authorization of FNS.

18
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(1) Rental Cost. The rental cost of space in a privately-owned —

building is allowable.

(ii) Maintenance and Operation. The cost of utilities, insurance,
security, janitorial services, elevator service, upkeep of grounds, normal
repairs and alterations and the like, are allowable to the extent they are
not otherwise included in rental or other charges for space.

(1iii) Rearrangements and Alternations. Costs incurred for
rearrangement and alternation of facilities required specifically for the
Program or those that materially increase the value or useful life of the
facilities (Section B(3) of these principles) are allowable when specifically
approved by FNS.

(iv) Depreciation and Use Allowances on Publicly owned Buildings.
These costs are allowable as provided in paragraph A(ll) of these principles.

(v) Occupancy of Space Under Rental-purchase or a Lease with
Option-to-purchase Agreement. The cost of space procured under such
arrangements is allowable when specifically approved by FNS.

(14) Capital Expenditures. The cost, net of any credits, of
facilities, equipment, other capital assets, and repairs which materially
increase the value or useful life of capital assets, and/or nonexpendable
personal property, having a useful life of more than one year and a net
acquisition cost of more than $5,000 per unit after allocation to FNS as
projected for one year after purchase, is allowable when such procurement
is specifically approved by FNS. No such approval shall be granted unless
the State agency shall demonstrate to FNS that such a cost is:

(a) Necessary and reasonable for proper and efficient administration
of the Program, and allocable thereto under the principles provided herein, and

(b) That procurement of such item or items has been or will be
made in accordance with the standards set out in 277.14. 1In no case shall
such a cost become a program charge against FNS priocr to approval in writing
by FNS of the procurement and the cost. When assets acquired with Food
Distribution Program funds are:

(i) Sold,

(i1) No longer available for use in a Federally-sponsored
program, oOr

(iii) Used for purposes not authorized by FNS, FNS's equity in
the asset will be refunded in the same proportion as Federal participation
in its cost. 1In case any assets are traded on new items, only the net cost
of the newly acquired assets is allowable.

19



FNS HANDBOOK 501
EXHIBIT H

(15) Insurance.——(a) Cost of insurance to secure the State agency
against financial losses involved in the acceptance, storage, and issuance
of commodities is allowable with FNS approval.

{b) 608: of other insurance in connection with the general
conduct of activities are allowable subject to the following limitatioms:

(1) Types and extent and cost of coverage will be in accordance
with general State, local, or Indian tribal government policy and sound
business practice.

(11) Cost of insurance or contributions to any reserve covering
the risk of loss of, or damage to, Federal government property are unallowable
except to the extent that FNS approves such cost.

(16) Management Studies. The cost of management studies to improve
the effectiveness and efficiency of program management for the Food
Distribution Program is allowable. However, FNS must approve cost in
excess of $2,500 for studies performed by outside consultants or agencies
other than the State agency.

(17) Preagreement Costs. Costs incurred prior to the effective date
of approval of the amended indirect cost proposal or the revised Statewide
cost allocation plan, whether or not they would have been allowable there-
under 1f incurred after such date, are allowable only when subsequently
provided for in the plan or approved indirect cost proposal.

(18) Professional Services. Cost of professional services rendered
by individuals or organizations not a part of the State agency is allowable.
Prior authorization must be obtained from FNS for costs exceeding a total
of $2,500.

(19) Proposal Costs. Costs of preparing indirect cost proposals
or amendments for allocating, distributing, and implementing provisions
for payment of portions of the costs of administering the Food Distribution
Program by the State agency are allowable.

(20) Cost Incurred by Agencies Other than the State. The cost of
services provided by other agencies (including municipal governments) may
only include allowable direct costs plus a pro rata share of allowable
supporting costs and supervision directly required in performing the service.
Allowable supporting costs are those services which may be centralized and
includes such functions as procurement, payroll, personnel gervices,
maintenance and operation of space, data processing, accounting, budgeting,
auditing, mail and messenger service and the like. Supervision costs will
not include supervision of a general nature such as that provided by the head
of a department and his staff assistants not directly involved in the operation
of the Program.
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In lieu of determining actual indirect cost related to a
particular service performed by another agency, either of the following
alternative methods may be used during the fiscal year involved and is
specifically provided for in the indirect cost proposal:

(a) Standard indirect rate equal to ten percent of direct
labor cost in providing the service (excluding overtime, shift, or holiday
premiums, and fringe benefits) may be allowed in lieu of actual allowable
cost.

(b) A predetermined fixed rate for indirect cost of the unit
or activity providing service may be negotiated.

C. Unallowable Costs. The following costs shall not be allowable:

(1) Bad Debts. Any losses arising from unceollectable accounts
or other claims, and related costs, are unallowable.

(2) Contingencies. Contributions to a contingency reserve or
any similar provision for unforeseen events are unallowable.

(3) Contributions and Donations. Unallowable.

(4) Entertainment. Costs whose purchase is for amusement, social
activities, and incidental costs relating thereto, such as meals, beverages,
lodgings, rentals, transportation, and gratuities are unallowable.

(5) Fines and Penalties. Costs resulting from violations of or
failure to comply with Federal, State, local or Indian tribal laws and
regulations are unallowable.

(6) Governor's Expense. The salaries and expenses of the Office
of the Governor of a State or the Chief executive of a political subdivision
are considered a cost of general State, or local government and are unallowable.
However, for a Federally-recognized Indian tribal govermment, only that
portion of the salaries and expenses of the office of the chief executive
that is a cost of general government is unallowable. The portion of salaries
and expenses directly attributable to managing and operating programs is
allowable.

(7) Indemmification. -The cost of indemmifying the State against
liabilities to third parties and other losses not compensated by insurance
is unallowable.

(8) Interest and Other Financial Costs. Interest on borrowings,

bond discounts, cost of financing and refinancing operations, and legal
and professional fees paid in connection therewith, are unallowable.
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(9) Legislative Expenses. Salaries and other expenses of the
State legislature or similar local governmental bodies are unallowable.

(10) Losses. Losses which could have been covered by permissible
insurance are unallowable.

(11) Underrecovery of Cost Under Agreements. Any excess of cost
over Federal contribution under one agreement is unallowable under another

agreement.
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o THE L]

s Tyoed Name of Authonzed Repressnistwe

b Titie ¢ Tetephone numbes

o S«nature of Authorzed Representatve

o Dete Sgneo

“Previous Eions Not Usebm

88,
Prascobec by OMB Lt A-102



FNS HANDBOOK 501
EXHIBIT I

INSTRUCTIONS FOR THE SF 424

This is a standard form used b, licants as. a required facesheet for preapplications and applications submitted
for Federal assistance. It will :ea& by Federal agencies to obtain applicant certification that States which have
established a review and com: t procedure in resp wE tive Order 12372 and have selected the program

to be included in their process, have been given an opportunity to review the applicant's submission.
Item: Entrv: Item: Entrv:

1. Self-explanatory. 12. List only the largest _p?lit.iul entities affected
(e.g., State, counties, cities).

2. Date application submitted to Federal agency (or

State if applicable) & applicant’s control number 13. Self. tory.

(if applicable). : e
3. State use only (if applicable). 14. List the applicant's Congressional District and
4. If this application is to continue or revise an any District(s) affected by the program or project.

existing award, enter present Federal identifier 15. Amount requested or to be contributed during

number. If for a new project, leave blank. the first funding/budget period by each
5. Lega! name of applicant, name of primary contributor. Value of in-kind contributions
organizational unit which will undertake the should be included on appropriate lines as
assistance activity, complete address of the applicable. If the action will result in a dollar
applicant, and name and telephone number of the change to an existing award, indicate only the
person to contact on matters related to this amount of the change. For decreases, enclose the
application. amounts in parentheses. If both basic and
mcemalo et al ccmncimbtea cama imaliadad Py
€. Enter Employer Identification Number (EIN) a3 breskdown on an attached sheet. For multiple
assigned by the interna venue Service. program funding, use totals and show breakdown
7. Enter the appropriate letter in the space using same categories as item 15.
provided.
. . 16. Applicants should contact the State Single Point
R L of Contact (SPOC) for Federal Executive Order
’ - 12372 w0 determine whether the application is
— "New” means & new assistance award. subject to the State intergovernmental review
— "Continuation” means an extension for an process.
additional funding/budget period for a project
with a projected compietion date. 17. This question applies to the applicant organi-
— "Revision” means any change in the Federal zation, not the person who signs as the
Government's financial obligation or authorized representative. Categories of debt
contingent liability from an existing include delinquent audit disallowances, loans
obhgtuon and taxes.

9. Name of Federal agency from which assistance is

being requested with this application. 18. To be signed by the authorized representative of

the applicant. A copy of the governing body's

10. Use the Catalog of Federal Domestic Assistance authorization for you to sign this application as
number and title of the program under which official representative must be on file in the
assistance is requested. applicant’s office. (Certain Federal agencies may

11. Enter a brief descriptive title of the project. if require that this authorization be submitted as

more than one program is involved, you should part of the application.)

append an explanstion on a separate sheet. If
appropriate (e.g., construction or real property
projects), attach a map showing project location.
For preapplications, use a separate sheet to
provide a summary description of this project.

BF 424 (REV 4488 Baxt
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OMS Approval No. 0348-0040

ASSURANCES — NON-CONSTRUCTION PROGRAMS

Note: Certain of these assurances may not be .pphcable to your project or program. If you have questions,
please contact the awarding agency. Further, certain Federal awarding agencies may require applicants
to certify to additional assurances. If such is the case, you will be notified.

As the duly authorized representative of the applicant I certify that the applicant:

1.

Has the legal authority to apply for Federal
assistance, and the institutional, managerial and
financial capability (including funds sufficient to
pay the non-Federal share of project costs) to
ensure proper planning, management and com-
pletion of the project described in this application.

Will give the awarding agency, the Comptroller
General of the United States, and if appropriate,
the State, through any authorized representative,
access to and the right to examine all records,
books, papers, or documents related to the award;
and will establish a proper accounting system in
accordance with generally accepted accounting
standards or agency directives.

Will establish safeguards to prohibit employees
from using their positions for a purpose that
constitutes or presents the appearance of personal
or organizational conflict of interest, or personal
gain.

Will initiate and complete the work within the
applicabie time frame after receipt of approval of
the awarding agency.

Will comply with the Intergovernmental
Personnel Act of 1970 (42 U.S.C. §§ 472B-4763)
relating to prescribed standards for merit systems
for programs funded under one of the nineteen
statutes or regulations specified in Appendix A of
OPM’s Standards for a Merit System of Personnel
Administration (§ C.F.R. 900, Subpart F).

Will comply with all Federal statutes relating to
nondiscrimination. These include but are not
limited to: (a) Title VI of the Civil Rights Act of
1964 (P.L. 88-352) which prohibits discrimination
on the basis of race, ‘color or national origin; (b)
Title I1X of the Education Amendments of 1972, as
amended (20 U.S.C. §§ 1681-1683, and 1685-1686),
which prohibits discrimination on the basis of sex;
(c) Section 504 of the Rehabilitation Act of 1973, as
amended (29 U.S.C. § 794), which prohibits dis-
crimination on the basis of handicaps; (d) the Age
Discrimination Act of 1975, as amended (42
U.S.C.§§ 6101-6107), which prohibits discrim-
ination on the basis of age;

(e) the Drug Abuse Office and Treatment Act of
1972 (P.L. 92-255), as amended, relating to
nondiscrimination on the basis of drug abuse. (0
the Comprehensive Alcohol Abuse and Alcoholism
Prevention, Treatment and Rehabilitation Act of
1970 (P.L. 91-616), as amended, relating to
nondiscrimination on the basis of aicohol abuse or
alcoholism; (g) §§ 523 and 527 of the Public Health
Service Act of 1912 (42 U.S.C. 290 dd-3 and 290 ee-
3), as amended, relating to confidentialily of
alcohol and drug abuse patient records. (h) Title
VI of the Civil Rights Act of 1968 (42 USC. §
3601 et seq.), as amended, relating to non-
discrimination in the sale, rental or f{inancing of
housing. (i) any other nondiserimination
provisions in the specific statute(s) under which
application for Federal assistance is being made:
and (j) the requirements of any other
nondiscrimination statute(s) which may apply to
the application.

Will comply, or has already complied, with the
requirements of Titles Il and III of the Uniform
Relocation Assistance and Real Property
Acquisition Policies Act of 1970 (P.L. 91-646)
which provide for fair and equitable treatment of
persons displaced or whose property is acquired as
a result of Federal or federally assisted programs.
These requirements apply to all interests in real
property acquired for project purposes regardiess
of Federal participation in purchases.

Will comply with the provisions of the Hatch Act
(5 U.S.C. §§ 1501-1508 and 7324-7328) which limit
the politicai activities of employees whose
principal employment activities are funded in
whole or in part with Federal funds.

Will comply, as applicabie, with the provisions of
the Davis-Bacon Act (40 U.S.C. §§ 276a to 276a-
7), the Copeland Act (40 US.C. § 276c and 18
U.S.C. §§ 874), and the Contract Work Hours and
Safety Standards Act (40 U.S.C. §§ 327-333),
regarding labor standards for federally assisted
construction subsgreements.

Standard m 4248 (4-89)
Prascribed oy OMB Carcuter A-1G2

Authorized for Local Reproduction
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EXHIBIT I

10. Will comply, if applicable, with flood insurance
purchase requirements of Section 102(a) of the
Flood Disaster Protection Actof 1973 (P.L. 93-234)
which requires recipients in a special flood hazard
area to participate in the program andto purchase
flood insurance if the total cost of insurable
construction and acquisition is $10,000 or more.

11. Will comply with environmental standards which
may be prescribed pursuant to the following: (a)
institution of environmental quality control
measures under the National Environmental
Policy Act of 1969 (P.L. 91-190) and Executive
Order (EO) 11514; (b) notification of violating
facilities pursuant to EO 11738; (c) protection of
wetlands pursuant to EO 11990; (d) evaluation of
flood hazards in floodpiains in accordance with EO
11988; (e) assurance of project consistency with
the approved State management pro
developed under the Coastal Zone M
Act of 1972 (16 U.S.C. §¢% 145{
conformity of Federal actions to- t.ng
Implementation Plans under &cuon I‘IG ﬂ"the
Clear Air Act of 1955, as -mnded\m U. s C.s
7401 et seq.): (g) protection of brg'round sources
of drinking water under the Safe Drinking Water
Act of 1974, as amended, (P.L. 93-523); and (h)
protection of endangered species under the
Endangered Species Act of 1973, as amended, (P.L.
93-205).

12. Will comply with the Wild and Scenic Rivers Act
of 1968 (16 LU.S.C. §§ 1271 et seqg.) related to
protecting components or potential components of
the national wild and scenic rivers system.

EAONN

\\\

‘\ \\\“‘

13. Will assist the awarding agency in assuring
compliance with Section 106 of the National
Historic Preservation Act of 1966, as amended (16
U.S.C. 470), EO 11593 (identification and
protection of historic properties), and the
Archaeological and Historic Preservation Act of
1974 (16 U.S.C. 469a-1 et 3eq.).

14. Will comply with P.L. 93-348 regarding the
protection of human subjects involved in research,
development, and related activities supponed by
this award of assistance.

15. Will comply with the Laboratory Animal Welfare
Act of 1966 (P.L. 89-544, as amended, 7 U.S.C.
2131 et seq.) pertaining to the care, handling, and

_tredtment of warm blooded animals held for

\\R,e'&h:h. ching, or other activities supported by

Q&t;f:fmilunce.
il comply with the Lead-Based Paint Poisoning
Prevention Act (42 U.S.C. §§ 4801 et seq.) which
prohibits the use of lead based paint in
construction or rehabilitation of residence
structures.

17. Will cause to be performed the required financial
and compliance -audits in sccordance with the
Single Audit Act of 1984.

18. Will comply with all applicable requirements of ail
other Federal laws, executive orders, regulations
and policies governing this program.

SIGNATURE OF AUTHORIZED CERTIFYING OFFiCAL

TITLE

APPLICANT ORGANIZATION

DATE SUBMITTED
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INSTRUCTIONS FOR THE SF-424C

This sheet is to be used for the following types of applications: (1) "New” (means a new [previously unfunded)
assistance award); (2) "Continuation” (means funding in a succeeding budget period which stemmed from a
prior agreement to fund); and (3) "Revised” (means any changes in the Federal government's financial
obligations or contingent liability from an existing obligation). If there is no change in the award amount
there is no need to complete this form. Certain Federal agencies may require only an explanatory letter to
effect minor (no cost) changes. If you have questions piease contact the Federal agency.

Column a. — If this is an application for a "New”
project, enter the total estithated cost of each of the
items listed on lines 1 through 16 (as applicable)
under "COST CLASSIFICATIONS.”

If this application entails a change to an existing
award, enter the eligible amounts approved under
‘the previous award for the items under "COST
CLASSIFICATION."

Column b. —If this is an application for a "New”
project, enter that portion of the cost of each item in
Column a. which is not allowable for Federal assis-
tance. Contact the Federal agency for assistance in

determining the allowability of specific costs.

If this application entails a change to an existing
award, enter the adjustment [+ or (-])] to the
previously approved costs (from column a.) reflected
in this application.

Column c. — This is the net of lines 1 through 16 in
columns “a.” and "b."

Line 1 — Enter estimated amounts needed to cover
administrative expenses. Do not include costs which
are related to the normal functions of government.
Allowable legal costs are generally only those
associated with the purchase of land which is
allowable for Federal participation and certain
services in support of construction of the project.

Line 2 — Enter estimated site and right(s)-of-way
acquisition costs (this includes purchase, lease,
and/or easements). -

Line 3 — Enter estimated costs related to relocation
advisory assistance, replacement housing,
relocation payments to displaced persons and
businesses, etc.

Line 4 — Enter estimated basic engineering fees
related to construction (this includes start-up
services and preparation of project performance
work plan).

Line 5 — Enter estimated engineering costs, such as
surveys, tests, soil borings, etc.

Line 6 — Enter estimated engineering inspection
costs.

Line 7 — Enter estimated costs of site preparation
and restoration which are not included in the basic
construction contract.

Line 9 — Enter estimated cost of the construction
contract.

Line 10 — Enter estimated cost of office, shop,
laboratory, safety equipment, etc. to be used at the
facility, if such costs are not included in the
construction contract.

Line 1] — Enter estimated miscellaneous costs.
Line 12 — Total of items 1 though 11.

Line 13 — Enter estimated contingency costs.
(Consult the Federal agency for the percentage of the
estimated construction cost to use.)

Line 14 — Enter the total of lines 12 and 13.

Line 15 — Enter estimated program income to be
earned during the grant period, e.g., salvaged
materials, etc.

Line 16 — Subtract line 15 from line 14,

Item 17 — This block is for the computation of the
Federal share. Multiply the total allowabie project
costs from line 16, column “c.” by the Federal
percentage share (this may be up to 100 percent;
consult Federal agency for Federal percentage
share) and enter the product on line 17.

SF 424C  (4-88) Back
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FOOD DISTRIBUTION PROGRAM ON INDIAN RESERVATIONS
NET MONTHLY INCOME STANDARDS
(Effective October 1, 2004)

Household Size Income Limit
1 $ 910
2 1,175
3 1,440
4 1,705
5 1,989
6 2,272
7 2,537
8 2,802

Each additional member + 265

Computation of Income Eligibility Standards - The income eligibility limits for each household size are based on the sum of
the Food Stamp Program net monthly income limits and the food stamp standard deduction amounts used for the contiguous
United States.

Income Deductions - see 7 CFR 253.6(f)

Dependent Care Deduction - The current maximum allowable dependent care deduction is $200 for dependent children under 2
years of age, and $175 for all other dependents.

Earned Income Deduction - Households with earned income are allowed a deduction of 20 percent of their earned income.

Medicare Part B Medical Insurance Premium Deduction - Households that incur the cost of Medicare Part B medical insurance
premiums are allowed a deduction for the monthly cost of the premium.

Child Support Deduction - Households that incur the cost of legally required child support to or for a non-household member
are allowed a deduction for the amount of monthly child support paid.

Change 6
8/10/04



FOOD DISTRIBUTION PROGRAM

FNS HANDBOOK 501

EXHIBIT M-1

SAMPLE WORKSHEET TO DETERMINE HOUSEHOLD CLAIM

Head of Household:

Address:

Casefile # (If applicable)

Date:

A 8 C D E
TOTAL AVG.
# OF UNITS UNITS VALUE VALUE OF
OVER MONTHS OVERISSUED PER OVERISSUANCE
COMMODITY ISSUED OVERISSUED (Ax B) UNIT# (CxD)
TOTAL:

# From USDA Commodity File Listing
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SAMPLE DEMAND LETTER FOR OVERISSUANCE

Case Number:

__ First Notace
___ Second Notice
___ 'Third Notice

Demand Letter for Overissuance

Date:
Name:
Address:
=
,4, \\L
Dear \ "‘ \ \

NN
After carefully checking your file, W"-W@g \u\@\gwed $ more in
commodities than you were ehgzblk\m rqqeﬁvﬂe\d&nng the month(s) of . Thatis
because Qs . You
should make every effort to pay the full amount you owe. If you can't pay the full amount now,

we can arrange for installment payments. Just call the office at . It is important

that you pay this claim or explain why you can't pay. If you fail to pay, your household may be
disqualified from the Commodity Program. You can have a fair hearing of your case if you don't
agree with our decision. At the hearing you will have a chance to explain why you disagree. A

hearing officer will then render a decision.

To request a fair hearing call the office at the telephone number listed above or fill out the
attached form return it to our office. Also call this number if you want to know more about how

a fair hearing works.

Sincerely,

Name, Title

Rules for P and participation in this program are the same for everyone without regard to sex, race, color, sge, politioal
beliefs, religion, disability or national origin.
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SAMPLE COPY OF FORM FNS-7

FORM APPROVED OMB NO. 0584-0293

U.S. DEPARTMENT OF AGRICULTURE - FOOD AND NUTRITION SERVICE TYPE OF ACTION
DESTINATION DATA FOR DELIVERY OF
DONATED FOODS [ new [ crance

FNS iInstruction 709-5 D DENETE
SEE INSTRUCTIONS ON REVERSE
According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information uniess it display a vaiid OMB

control number. The valid OMB control number far this information collection is 0584-0283. The time required to complete this information
coliection is estimated to average .5 é\our per response, including the time for reviewing instructions, searching existing data sources, gathering
o s N i Hecti

and Nng the dsta r g the of information.
1. NAME OF STATE DISTRIBUTING AGENCY 2. DESTINATION (CITY) RECEIVING POINT 3. STATE IN WHICH DISTRIBUTING AGENCY
IS LOCATED
4. CONSIGN TO S. CARE OF
ENTITY NO.
6. DELIVER TO (Street address. team track, warehouse, etc.}
A. FOR RaIL DELIVERY LIMITATIONS
B. FOR TRUCK DELIVERY LIMITATIONS
7. SHIP BY (Stupment may be made by rail or truck EXPLANATION OF NEED FOR THE RESTRICTION SHOWN

uniess one of the following is chacked)

D RAIL ONLY D TRUCK DNLY

TITLE AND ADDRESS ONLY OF PERSON TO WHOM THE FORWARDING 9. TITLE AND ADDRESS ONLY OF PERSON TO WHOM THE NOTICE OF SHIPMENT

NOTICE AND DISTRIBUTION AGENCY CONSIGNEE RECEIPT (Form SHOULD BE SENF. *
MP-208A) SHOULD BE SENT . -

o
e YA W)
e (OO
e i\\‘\\\-‘\\\\\ \ | o
10. QUTLET(S! SERVED NNEANNY

AN,
NUTRITION PROGRAM FOR [:l Emenn "«—D CHILD CARE FOOD PRQ RAMD
THE ELDERLY (TITLE i P = SUMMER CAMPS || SCHOOLS

SUPPLEMENTAL FOOD SUMMER FOOD SERVICE [:] NEEDY FAMILIES [:] OTHER (Specify
PROGRAM PROGRAM

IF DESTINATION IS A WAREHOUSE, COMPLETE ITEMS 11 THROUGH 14

11. TYPE OF WAREHOUSE 12. IF COMMERCIAL WAREHOUSE DELIVERY ACCEPTABLE BY
D STATE OWNED AND OPERATED D COMMERCIAL D TRANSFER OF TITLE D LOCAL PICKUP
13 TYPE(SI OF STORAGE PROVIDED 14. HANDLING OF PERIHABLE FOODS /Check one)

D SHIPMENT ALWAYS ENTIRELY UNLOADED AND PLACED IN STORAGE

DDRY D REFRIéEHATED [:] FREEZER PART OF SHIPMENT ALWAYS OR SOMETIMES DISTRIBUTED FROM
CAR OR WAREHOUSE PLATFORM

The abave information is true and correct to the best of my knowledge and balief.
15. DATE 16. SIGNATURE OF AGENCY REPRESENTATIVE

DESTINATION
DISTRIBUTING AGENCY - Send the original, white, and yellow copies to the Food and Nutrition Service Regional Office; retain
the green and pink copies.

FNS REGIONAL OFFICE - Send the original to the Kansas City ASCS Commodity Office and the yellow copy to the Food
Distribution Division, retain the white copy.

FORM FNS-7 {6-98) Previous editions obsolere € ic Form \ Desig in JetForm 5.01 Varmon



FNS HANDBOOK 501
EXHIBIT N

It is important that a separate form be prgpared for each
destination (item 2} when deiivery conditions require
changes in elements of information in items 5, 6, 7, B, or
9.

in the "Type of Action*” entry, check one box only indicat-
ing whether the form is to provide data for: (1) a NEW
destination, (2) notification of CHANGE in data for an exist-
ing receiving point, or {3) DELETION of a destination receiv-
ing point.

ITEM

1
2

Self-explanatory.

Name of the city to which shipment is to be made
Show State only if different from item 3.

Self-expianatory.

Enter the title of the Distributing Agency's
representative who is accountable for distribution
of donated foods. Names are not to be shown
uniess essential to the Distributing Agency's
operation. The Entity Number is the code designa-
tion assigned by USDA for a destination receiving
point, and will be filled in by the Distribution
Agency each time the form is submitted. (Prior to
submitting the forrn for establishment of a new
destination receiving point, the Distributing Agency
will contact the FNS Regional Office and obtain an
Entity Number. )}

If delivery at destination is to be accepted by the
Distributing Agency's representative (shown in
item 4), enter "Same as item 4." 1f delivery at
destinat:on is to be accepted by someone other
than the representative shown in item 4, that
person's title is inserted here. Names are not be
be shown unless essential to the Distributing
Agency's operation.

This item is used jointly with item 7 since the
information to be supplied is dependent upon the
method of shipment indicated in item 7.

A. For Rail Delivery - No entry is to be made un-
less delivery to a specific location is essential to
program operations, e.g., the receiving warehouse
is located on a rail siding. When an entry is
necessary, the address shown shall include the
specitic location at which the car is to be placed for
unioading. When reciprocal switching is not in

INSTRUCTIONS

10

11

15 &
16

eftect at the point of delivery, the name of the raiiroad
which serves this location shall be shown. For
example "Blank's Warehouse, ACL," or "Industria!
siding, PPP.” Where reciprocal switching is in effect
at the point of delivery, no delivering carrier shall be
specified. If delivery is to be made on a team track,
the name of a specific team track shall not be shown
uniess it is essential to program requirements.

Limitations. Show limiting conditions, if any, at the
destination point, e.g., "Cannot handle care over
maximum tength of 53 feet.”

B. For Truck Delivery. Show exact street address for
location at which delivery wili be accepted. If same as
for "Rail Delivery,” enter "Same as for rail delivery.”

Limitations. Show limiting conditions, if any, at the
destination point, e.g., "12 1/2-foot clearance.”

It is desirable that shippers be allowed to make ship-
ment by either rail or truck so that the means of trans-
portation can be selected which will result in ieast
transportation costs. Distributing agencies may res-
trict the method of shipment only when necessary to
their program operations. If a specific mode of trans-
portation is shown, an explanation must be made of
the need for the restriction.

if this person is the same as the one to whom the
Notice of Shipment is sent, enter "Same as item 9."
Names are not to be shown uniess essential to the
Distributing Agency's operations.

Self-explanatory. Names are not to be shown unless
essential to the Distributing Agency's operations.

Indicate the outiet(s) to which distributions are made
from this destination point.

12, 13, and 14 self-explanatory.

The Distributing Agency’s representative (item 4) will
compiete these entries.
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EXHIBIT O
FOOD DISTRIBUTION PROGRAM ON INDIAN RESERVATIONS
MONTHLY DISTRIBUTION GUIDE RATES BY HOUSEHOLD SIZE
Effective: October 1, 2004
Household Size 1 | 2 | 3 | 4 | 5 [ 6 | 7 | 8
Commodity Number of Items Per Month Choices
BREAD, CEREAL, RICE, AND PASTA
Cereal, Dry 1 2 3 4 5 6 7 8 Corn, Oat, Rice, Bran
(all sizes)
Quick Oats 1 per 1 2 2 3 3 4 4
(42 oz. package) 2 mos.
Farina 1 per 1 2 2 3 3 4 4
(14 oz. box) 2 mos.
Macaroni & Cheese 1 2 3 4 5 6 7 8 NOTE: Pasta and
(1 package) and rice may be
Macaroni 1 2 3 4 5 6 7 8 substituted on a
(1 Ib. box) pound-for-pound
basis. Any
or combination of pasta
and rice cannot
Macaroni 2 4 6 8 10 12 14 16 | exceed 4 pounds per
(1 Ib. box) person.
or EXCEPTION:
Macaroni & Cheese
Spaghetti 1 2 3 4 5 6 7 8 shall not exceed 1
(2 Ib. box) package per person.
Rice 1 2 3 4 5 6 7 8
(2 Ib. package)
Egg Noodles 1 2 3 4 5 6 7 8
(1 Ib. package)
Cornmeal or All Purpose 2 4 6 8 10 12 14 16
Flour or Whole Wheat
Flour
(5 Ib. bag)
Bakery Mix 1 per 1 per2 1 1 2 2 2 2
(5 Ib. bag) 4 mos. mos.
Saltine Crackers 1 per 1 2 2 3 3 4 4
(1 Ib. box) 2 mos.

Page 1
Change 7
9/10/04
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FOOD DISTRIBUTION PROGRAM ON INDIAN RESERVATIONS
MONTHLY DISTRIBUTION GUIDE RATES BY HOUSEHOLD SIZE
Effective: October 1, 2004

Household Size 1 2 3 4 5 6 7 8
Commodity Number of Items Per Month Choices
VEGETABLES

Canned Vegetables
(#300 can)

9 18 27 36 45 54 63 72 Carrots, Corn Kernel,
Corn Cream, Green Beans,
Peas, Potatoes, Spinach,
Mixed Vegetables, Sweet
Potatoes, Pumpkin, Diced
Tomatoes, Tomato Sauce

Spaghetti Sauce 1 2 3 4 5 6 7 8

(#300 can)

Dehydrated Potatoes 1 2 3 4 5 6 7 8

(1 Ib. package)

Canned Soups 2 4 6 8 10 12 14 16 | Tomato, Vegetarian

(#1 can) Vegetable
FRUIT

Canned Fruit

9 18 27 36 45 54 63 72 | Applesauce, Apricots,

(#300 can) Peaches, Pears, Pineapple,
Fruit Cocktail

Dried Fruit 1 2 3 4 5 6 7 8 Dried Plums, Raisins

(15-16 oz. package)

Canned Juice 3 6 9 12 15 18 21 24 | Apple, Grape, Grapeftruit,

(46 oz. can)

Orange, Pineapple,
Tomato, Cranberry-based

NOTE: May substitute 1 can of vegetable for 1 can of fruit,
up to 4 cans of fruit per person.
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FNS HANDBOOK 501

EXHIBIT O
FOOD DISTRIBUTION PROGRAM ON INDIAN RESERVATIONS
MONTHLY DISTRIBUTION GUIDE RATES BY HOUSEHOLD SIZE
Effective: October 1, 2004
Household Size 1 | 2 | 3] 456 ] 7] 8
Commodity Number of Items Per Month Choices
MEAT, POULTRY, FISH, DRY BEANS, EGGS, AND NUTS
Canned Meat/Poultry/Fish 3 6 9 12 15 | 18 | 21 24 | Beef, Luncheon Meat,
(12-30 oz. can) Chunky Beef Stew, All-White
or Meat Turkey, Tuna
Canned Meat/Poultry/Fish
(1.8 Ib. can) and 1 2 3 4 5 6 7 8 | * Frozen Ground Beef
Frozen Ground Beef * and Frozen Chicken are
(1 Ib. package) 3 6 9 12 15 | 18 | 21 24 | qvailable only to
or approved ITOs and SAs
Canned . .
. determined eligible to
Meat/Poultry/Fish .
(1.8 Ib. can) and receive these products.
Frozen Ground Beef * 1 2 3 4 5 6 7 8 oL
(1 Ib. package) and Substitution Rates:
Frozen Cut-up Chicken* 1 2 3| 4|5 |6 | 7| 8 |1canof
(approx. meat/poultry/
2.50-3.75 Ib. package) fish = 2 frozen
1 2 3 4 5 6 7 8 | ground

beef = 1 frozen chicken

NOTE: Households may apply the substitution rates up to the following maximum rates of issuance:
3 cans of meat/poultry/fish per person; 3 frozen ground beef per person; 1 frozen chicken per person.
Canned products 15.5 oz. or smaller are issued on a 2 for 1 basis.

Dry Beans
(2 Ib. bag)

1

2 3 4 5 6

7

8

Pinto, Great Northern, Baby
Lima

Canned Vegetarian
Beans (#300 can)

or
Canned Lowfat Refried
Beans (#300 can)

or
Canned Kidney Beans
(#300 can)

2

4 6 8 10 | 12

14

16

NOTE: May be substituted
on a pound-for-pound basis.

All Purpose Egg Mix
(6 oz. package)

14

16

Smooth Peanut Butter
(18 oz. package)

or
Roasted Peanuts

(12 o0z. can)
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EXHIBIT O
FOOD DISTRIBUTION PROGRAM ON INDIAN RESERVATIONS
MONTHLY DISTRIBUTION GUIDE RATES BY HOUSEHOLD SIZE
Effective: October 1, 2004
Household Size 1 2 3 4 5 6 7 8
Commodity Number of Items Per Month Choices
MILK, YOGURT, AND CHEESE
Block Process American 1 per 1 2 2 3 3 4 4
Cheese or Sliced 2 mos.
Reduced-fat Cheese
Blend
(5 Ib. loaf)
Evaporated Milk (12 oz. 4 8 12 16 20 24 28 32
can)
Instant Nonfat Dry Milk 1 per 1 2 2 3 3 4 4 NOTE: No
(25.6 0z. box) 2 Mos. substitutions with
evaporated milk.
FATS, OILS, AND SWEETS
Shortening 1 per 1 2 2 3 3 4 4 NOTE: May be
(3 Ib. can) 2 Mos. substituted on a
or pound-for-pound
basis.
Vegetable Oil 1 per 1 2 2 3 3 4 4
(48 fl. 0z.) 2 mMos.
or

Butter 2 3 6 6 9 9 12 12
(1 Ib. print)
Corn Syrup 1 per 1 2 2 3 3 4 4
(24 oz. plastic) 2 Mos.

Page 4
Change 7
9/10/04




FNS HANDBOOK 501
EXHIBIT P

(RESERVED)



‘8J0/05q0 $U0/}1pa snolAdld (86-6) 29-SNJ

33Ul D JUNLYNDIS '8 Jiva v JuiL 9 FUNLYNDIS '§ 3iva 'y
TVAQHddY 3J1AUIS NOILIMLAN § Q004 ‘9L NOILVII4ILHID ADN3OV ONILNBIMLSIK 'Si

Aouaby

SU) JO JRUEQ LO PuR JOJ P00 eyl JO BIURININ BMNNISLOI RYS .2%3. SW 20 pouBisiopun eyl AQ Y692-IN Wio4 uo 1dwdey eeubisuo) AoueBy Bunnqinsx). Syl Jo Bumbis eyy esies Jewnsuo)
PUR PO0J 81 JO SUOHINIISUI YItm 83UPIOIIE U1 ANNUEND @IIUE 8Y] OICHISID O PUR ‘PORIPUI (SMONIRUISED 1 AIBAIBP UOGN LIOBIEY UMOYS POO) Byl KIeIDR O) soasbe "15enbe) pooy s\ Buniwens
01 J010 POIOPISUOD URBQ BARY SSLIONUSAUL PUR S03UBJ0J81d RI0) ) Aj1IIBD AQIGY SPOD "9A0QR PaWRU AouaBl U1 JO JRYSQ UO PUR 104 SPO0) 1Senbe: 0) pezioyIe Anp Buiog ‘peubisiepun eyl

[} _ |

EXHIBIT Q

FNS HANDBOOK 501

[
l
|

_

TN
T 1T 1T T 1T
1T 1T 1T 1]

(CTOR NUP) (- m:w ® 4 137100 | ¥ 43UN0 | € 13uno | z 13uno | & 13uno (@ 9 )
. oN
Mo [0/2[3009 ALINS| 3] MUY () 1310 HOV3 103 AIINVND SAMOHS 31 OND3IS il NOL | u3go
I {1) (513000 INJNLSINOY ONV (PKS)1I1NO SMOHS N1 1S3 | /ONidais | -vdonv| Au3ahaa
NOILYNILS3 % ‘el 2] ALUNYNO B 3003 rQv 13UNO A8 3DVSN WYHOOUd GINNVI4 ‘L1 ONION3 ‘0L 8 "
31v0 dnviS ¢ nom - &) @ iy
ON NOISINO3Y 9] myy otand | 3SVHONd 40 [(VHATV)EVIA ]
AINO 35N SN3 ¥O3 30 NOUDIS 6| HvaA osia b AWIAN0 e| 8 3000 v 2 (02) (TLIL 1HOHS) ALOONAAD '\
3543ATE NO SNOILONULSNI 335
BNVD [
oo o | @050 NOLLISINDTY 100:1
I0IAYIS NOLLBION ONY (003
NOILOV 40 3dAL| LK.} 3NO X232 | AINIOV ONLNGIMISIA 0 INVN Lvis WNLNOWOV 0 INIWIHYAI ‘SN

£620-9950 ON O3AOHddY WYOJ 8NO

CS-SNA 04 40 AdOD d'TdAVS



FNS HANDBOOK 501
EXHIBIT Q

SAMPLE COPY OF FORM FNS-52

INSTRUCTIONS

ITEM

STATE-Enter the name Of the State in which the Distributing
Agency is located.

DISTRIBUTING AGENCY-Enter the name of the Distributing
Agency.
UNITS OR POUNDS -Piace an "X" m the applicable box.

TYPE OF ACTION -Place an "X* in the applicabie box.

The numbered blocks will be keyed by FNS Regional Office. as
outimed beiow. The numbers appearing n parantheses after the
block 1nig show the maxmmum number of characters that may
be keyed.

8LOCK

1. COMMODITY -Enter the short title as provided by the FNS
Regional Office. (This must be identical to the short title
gven in the FNS correnodity fie.)

2. D/A CODE-Enter the three digit code number Of the
Distributing Agency.

3. DELIVERY YEAR-~Enter the aiphabetical designaiion, provided by
FNS Regional Dffice. for deivery yaar w» which Shipment s 10
be made. regardiess of oullet. For exampie. all orders requested

for shipment between 7/1/82 and 6/30/83 should have a
detwvery year code 0, for ali outiets.

4. FISCAL YEAR OF PURCHASE -Enter the fiscal ysar during
which the commodity will be purchased. This information s
provided n allocations for Group A foods and for Group B
fooas through 3 separate coaing sheet avalable from FNS,

4]

SECTION OF PUBLIC LAW -Enter the section of the public
law as aovised by the FNS Regional Offce.

6. REQUISITION NUMBER -Leave biank. This space for FNS
use oniy.

7. STAMP DATE -Leave Dlank. This space for FNS use ony.

8. DELIVERY YEAR-QOrder numpers assigned by the Distributing

Agency Should De expressec m three Oous. begmning with 001

for each fooad uniess nstructed differently by FNS Regonal
Office. If a gestnation change Is necessary 1o the original
orger, the onignal order must be cancstied 2nd the changed
orger would carry the original order number plus an
aiphabetical suffix, A, B. or C. Suffixes D, £. eic. are

useg for other types of Oeivery order changes. such as
when i1 is necessary 10 Spirt One deinvery order N0 Two
or more. If It is necessary to cancel an oraer for any

2.

reason other than a gestnation change affer it has been
processed by the Kansas Cuy ASCS Fietd Office (KCFQ!.
the order number Shall NOT De reused: if replacement is
NBCESSAry. UsSe 2 new ODrder nHuMDer.

ALLOCATION NUMBER -Entec the allocation number
provided by the FNS Regonal Office.

ENDING SHIPPING/DELIVERY DATE-Thne fmnat day of the
shipping/deivery perod 1s requred. States may show entre
requested shippng/delwvery perod if desrcad.

PLANNED PROGRAM USAGE BY OUTLET, ADJUSTMENT
CODE AND QUANTITY ~Enter approved codes for ptanned
program usage as provided by FNS Regional Office. Enter
the nunber of Units or Pourxis requested for sach outlet.
The total of the outlet quantitwes rmMust egual the quantity
shown n the TOTAL QUANTITY cotumn (Block 12). Each
planned usage Outie! May have ONe apProved adustment
code. if needed.

TOTAL QUANTITY -Total gquantity must equal the sum of 1the
Quantrties shown in the Quantiny columns o Bilock 11.

REDONATION CODE-If cormodity is 1o be redonated at
USDA expense. as approved by the FNS Regiona Office.
emer "RY. If reconation s for inforrnation only, enter “S*.

DESTINATION -(Emtity Code. Check Dignt Code and Crny).
Entity and check dign coaes provided by KCFO for each
gwven dastnation must be used. {{ the city nane s less
whan 7 digits, the State 2-ietter code must iSO De shown,
if R is necessary (O chan ihe destmaunion for an order
already suormitied 10 KCFCO. please follow the nstructions
for Block 8, Deiwery Orger fNumber.

REMARKS -For use by the Drstributing Agency or the FNS
Regional Office. Remarks will be key entered at the FNS
Regional Office using established codes for standard
remarks. combined code and message. or free form
message. Remarks should be written or typed On the form
On the appropriate order number tine. Established remarks
codes are avaiabie through FNS Regional Qffwce.

DISTRIBUTION

The Distributing Agency shall retan the pmk capy and
forward the original and other copies (win carbon mserts)
10 the FNS Regionat Office. I any remarks are gven. e
(ast remarks page may IS0 be kept Oy the Distroutng
Agency as a record.

After approval by the FNS Regional Office, a buff copy
shall be relurned 10 1he Disiributing Agency.

According 1o the Paperwork Reduction Act of 1995, no persons are required to respond to a
collection of information uniess It displays a valid OMB control number. The valld OMB control
number for this Information collection is 0684-0283. The time required to complete this collection
is estimated 10 average 2 hours per response, Including the time to review instructions, search
existing data resources, gather the data needed, and complete and review the Information coliection.
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EXHIBIT S

SAMPLE COPY OF FORM FNS-57

FORM APPROVED OMB NO. 0584-0293

U.5. DEPARTMENT OF AGRICULTURE - FOOD AND NUTRITION SERVICE
REPORT OF SHIPMENT RECEIVED OVER, SHORT AND/OR DAMAGED

SEE INSTRUCTIONS ON REVERSE

According to the Paperwork Reduction Act of 1995, no persons are reqguired to respond 1o a coliection of information uniess it
displays a valid OMB control number. the valid OMB control number for this information collection is 0584-0293. The time
required to compiste this information collection is estimated to average 5 minutes per response, including the time to review
instructions, search existing data resources, gather the data needed. and complete and review the information caliection.

SECTION A - SHIPMENT IDENTIFICATION AND UNLOADING INFORMATION
1. NAME OF COMMODITY 2. TYPE OF PACK 3. CONTRACT NO. 4. DESTINATION CITY AND STATE
5. DELIVERY ORDER NO. 6. NOTICE TO DELIVER NO. | 7. METHOD OF DELIVERY 8. AR CAR, TRUCK, OR PIG NO.
[Jraw  [ravek  [Jricaveack
9. UNLOADED 10. OCEN BILL OF LADING NO.
{Overseas Shipment Only!
STARTED (Dare and Time) COMPLETED (Date and Time)

SECTION B - OVERAGE, SHORTAGE, AND/OR DAMAGE

11. QUANTITY
A. REPORTED SHIPPED B. AMOUNT RECEIVED IN GOOD C. OVER D. SHORT \E DAMAGED F. HIDDEN DAMAGE
CONDITION RN 5
fan \LL\ A\
e
~ A\ N b 5 13. CARRIER'S AGENT PRESENT DURING
12A. DAMAGE/OVERAGE/SHORTAGE 128, HOW ulscovgqsu?‘ N \\ \ o DA it

WHEN DISCOVERED

PR S VAR LAY
RV L VAN ‘\\\B D YE
E N 3 S
e [ ulthe (1 il | (19899 512085 S o = v
N

UNLOADING
14. DOOR SEAL NUMBERS \Q -\“\\
A. INBOUND NUMBERS AND CONDITION OF SEALS T B. QUTBOUND SEAL NUMBERS (/f Appiicabie!

15. CARRIER'S AGENT NOTIFICATION 16. DID CARRIER'S AGENT RESPOND TO NOTIFICATION?

A. NAME OF AGENT C. HOW NOTIFIED

[Jnveerson [Jrax [ ves o whar woys O o exoimin
[Oreerrione [ emar

B. DATE NOTIFIED

17. COMPLETE IF APPLICABLE
A. WAS MECHANICAL REFRIGERATION, EQUIPMENT OPERATING B. TEMPERATURE OF REFRIGERATION UNIT/INTERIOR TEMP/COMMODITY

D YES D NO

CONSIGNEE CERTIFICATION

1 CERTIFY the information and statements above are, to the best of my knowiledge and belief, true and correct.
SIGNATURE OF CONSIGNEE OR REPRESENTATIVE

DATE

CARRIER CERTIFICATION

Receipt of a copy of this report is hereby acknowledged and the facts contained herein are verified.
NAME AND ADDRESS OF CARRIER

SIGNATURE OF CARRIER'S AGENT

DATE CARRIER REMARKS

REMARKS (/F DAMAGED, PLEASE INDICATE NATURE AND DISPOSITION OF THE DAMAGE)

FORM FNS-57 (5-9B) Previous editions obsolete ORIGINAL - Send to Ka i i i
5 n
Eiectronic Form Version Dasigned in JetForm 5.01 Version {Inciude ':" ss::pg;:lvn:%n;?:n‘:Ietth%:)"
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EXHIBIT S

INSTRUCTIONS

This report is to be prepared whenever a shipment is
received over, short, and/or damaged.

SECTION A - SHIPMENT IDENTIFICATION/
UNLOADING INFORMATION

This section will be compieted at all times to identify
the shipment being reported as over, short and/or
damaged.

ITEM

1. Self-explanatory.

2. Show type of pack, such as case 6/10's, case
12/No. 3 cylinders, 50# bag, etc.

Self-explanatory.
Self-expianatory.

5. Record Delivery Order No including Commodity
Code.

6. Record the Notice to Deliver No. shown in the
space marked "N/D No." in the upper right on
the KCCO 269A.

Check applicable box.

Record railroad car number, truck, or piggyback
number.

9. Record date and time unloading started, and date
and time unipading was completed.

10. When applicable, record the ocean bill of lading
number, {For Overseas Shipments ONLY}

SECTION B - OVERAGE, SHORTAGE, AND/OR
DAMAGE

When a shipment is received over, short, and/or
damaged, items 11 through 16 should be completed.

11A. Record the number of units shown on the (KCCO)
269A, Forwarding Notice.

11B. Record the number of units received.

11C. Record the number of units received aver the
quantity reported shipped on the 278A.

11D. Record the number of units received short of
the quantity reported shipped on the 269A.

11E. Record the number of units received damaged of the
quantity reported shipped on the 269A.

11F. Record the number of units received damaged of the
quantity reported shipped on the 269A after unloading.

12A. Check applicable box.

12B. Show the information that will establish proof that the
shipment was actually over, short, and/or damaged

13. Check applicable box to show whether or not
carrier's agent was present from time car or truck
was opened until unioading was completed.

14A. Record the inbound seal numbers on all doors and the
condition of the seais. If shipment was made and
not sealed, show "no seals.”

148B. If applicable, intermediate consignees on split ship-
ments shall record the seal numbers placed on alt
doors.

15A.B, C. Complete all three items.

16. If the "yes” box is checked, explain how the agent
responded (for example: made personai inspection;
advised that they would not be avaiiable; advised
consignee's inspection would suffice, etc.)

If the carrier's agent did not respond, explain why
{for example: no agent available; refused to inspect;
did not acknowiedge, etc.}

17A.Check applicabie boxes.

17B. Record the temperature of the refrigeration unit
located on the outside of the trailer, interior temp/
commodity.

CONSIGNEE'S CERTIFICATION
Self-explanatory.
CARRIER'S CERTIFICATION

Request that the carrier's agent complete these items, if

the agent refuses, and if available, request a copy of the
carriers )S&D report. If the carrier does not have a report
make the following notation "Agent (insert name of driver)
of linsert name of carrier) did not agree with this report.

The reason for the dispute is (give brief explanation}. A
copy of the report was given 10 him/her on (insert date).”

If the carrier's signature cannot be obtained within 10

days or if the carrier is not available, make the following
notation "carrier did not respond” or carrier is not available.”

NOTE: Only one form needs to be completed for a consolidation shipment. Make sure all overages, shortages and

damages are fully explained. If necessary please attach a separate sheet.

number rather than the ND.

Item 6 - please list the consolidation
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SAMPLE COPY OF FORM KC-269-A

- - - - U, 5. DEPARTMENT OF AGRICULTURE
KC-269-A (1-15-3a% Kaasas City FS3 Commeairy OMce FOMM APPAOVEC - OMS Ne 056 0-0043
FORWARDING NOTICE oare ConTRRcT we OR wese <00t o

10/19/98 12028302501 v£020258242
PAGE 1 OF 1 DOCKET ANNOUNCEMENT NVITATION
WAS BEEN INSTRUCTED TO DELIVER THE FOLLOWING COMMODI™ LSS8 914 T ™
COMMODITY DESCRIPTION SERVICING CARRIER PC [ 34 COMM  CODE CERTIFICATE Neo JGR‘DE FOB DR fis
BEEF . COARSE GROUND. REPROCESS l 8] 99 2510 DESTIN

MAILING ADDRESS OF SHIPPER LOCATION OF SHIPPER

FRESNO MEAT COMPANY FRESNO MEAT COMPANY 6
3115 S. FIG AVENUE PHONE 209-265-4380

3115 S. FIG AVENUE
P.0. BOX 12807 P.O. BOX 12807
SNOTE Emsien 2l differsntes netwse-
FRESNO ca 93779 FRESND cA 93706 tuiled ana o0 weaignt o0 re .
A -
10T Ne, PC) PY COMM CODE SIZE-TYPE UMITS No. OF UNITS NET WEIGHT GROSS WEIGHT CERTIFICATE WNo. EX N D No
FINAC T AND DESTINATION 346185 TTEM_NO 008
TC DESTINATION CITY & STATE DISPOSITION NUMBER SIZE-TYPE UNITS l uNITS ] NET WEIGHT l GROSS WEIGHT I DELY CaRR
510 SEE BELOW AS594124Y010C | 60 LB CTN 700 42.000 43.400
C/0 TRUCK DELY LOC C/0 RAIL DELY LOC i (\ CONSIGN TO
PIERRE SPECIALTY FOQDS /2(\\\\ MARYLAND DEPARTMENT QF
C/C INTERSTATE WAREHGUSING N -\/_"\\-}Qucwtcu 124
110 DISTRIBUTION DRIVE \(\}\\u\\ /\\\\
[ 3 N
W h \:.\\ AN L
HAMILTON OH 45018 (e \\é\\«‘\ A\
CALL 24 HOURS IN ADVANCE FOR APPDINTMEN \‘ \\\ WA N
CONTACT RECEIVING DEPT WS\ LY CONTACT AUSTIN SMITH
PHONE $13-874-6500 IS g \\ . PHONE 410-787-02086
\ N \on FaX 410-333-2635
CONSIGNEE RECEIPT FOR UNITS nscswts\\-\\\\ DATE RECD RECEIVED BY ISIGNATURE & TITLE)
MRS
NON-COMMON_ CARRIER MOVES R
ICATI =
LOT Ne PCY PY COmMM CODE SIZE-TYPE uUNITS Ne. OF uNITS NET WEIGHT GROSS WEIGHT CERTIFICATE Ne. EX N D No
[of Al A 1] -
TC DESTINATION CITY & STATE [ DISPOSITION NUMBER SIZE-TYPE UNITS ] uNITS ] NET WEIGHT l GROSS WEIGHT I DELY CARR
CONSIGNEE RECEIPT FOR UNITS RECEIVED DATE RECD RECEIVED BY (SIGNATURE & TITLE)
NON-COMMON CARRIER MOVES
ROUTING - Te Order Equisment. Phene I RATE 10 | TRANS MODE l MILES
FOR MORE INFO PHONE UNITS NET WEIGHT GROSS WEIGHT
JANE COLEMAN 816 926 2607 700 42.000 43.400
FOR TRANSPORTATION INFO. PHONE SHIP NET SH NL
Q00 0000 11/08/98 11/21/98 i
HOW ON L: VEN UCK M NTACT CONSIGN AT LEAST 24 HOURS BEE

APPQINTMENT TQ UNLDAD.

eRBPEMD




KC-269-A (REVERSE)

FNS HANDBOOK 501
EXHIBIT T

PAGE St

o SECTION | REPORT OF CARGO OVER, SHORT, aND/OR DAMAGED
NOTE: No further monies or other b:ng!m may be paid out under this program uniess tbis report 1s complcied and filed, when necessary. as required by sxising
laws and regulauions (PL-¥
COMMQDITY DESTINATION N/D NUMBER
NAME AND ADDRESS OF SHIPPER | GUANTITY IWEIGHT PER CNtT
r BILLED | RECE! VED ;
!
A. OVERAGE B. SHORTAGE {SUBMIT COPY OF UNLOADING TALLY SHEET)

1. NUMBER OF UNITS OVER

. NO. UNITS SHORT

[2. SEAL NUMBER {BOTH DOORS)|[JSEALS INTACT

DserFore Dou
[1SEALS BROKEN UNLOADING

3. SHORTAGE DISCOVERED

RING
UNLOADING

T AFT

ER
UNLOADING

2. DISPOSITION

4. CAR UNLOADED FROM

[ a car 10 PiER

O c. FLOAT TO PIER

[0 . CAR TO WAREHOUSE

Oc F®orR 5 s

[J . CAR TO LIGHTER [JO. FLOAT To sWip [J F. TEAM TRACK ViA TRUCK TO WAREWOUSE R HEO
5. DESCRIBE LOAD BY TIERS AND STATE LOCATION OF TiERS IN WHICH SHORTAGE WAS FOUND
6. WAS LOAD UNITIZED (PALLETS/SHRINK WRAPPED) O YESTNO
7. PROTECTION AFFORDED SHIPMENT DURING UNLOADING
C. DAMAGE
1. NUMBER OF UNITS 2. NATURE OF DAMAGE 3. APPARENT CAUSE
A. DAMAGED B. RECOOPERED v‘\
S
WP ;_\\
4. NET LOSS DUE TO DAMAGE iLBS! 5. DISPOSITION OF DAMA%EWM'\ \_% \\ \ 8. RECONDITIONING CHARGES
AN
VAN \ \\ 1 \L AMOUNT 8. BILLED TO
7. GENERAL coucpne&ﬁ( AL TS TR
A LOAD PROPERLY BULKHEADED OR BSRACED p a.} m&t& 5.A. CARRIER NOTIFIED: Oves  —no
Oves Onoc . .
8. PERSON NOTIFIED
8. IF PERISHABLE COMMODITY, suﬁt\v\ﬁg\LoMﬂc INFORMATION
. NO. OF HEATI . NO. OF HEATERS .
A. NO. OF HEATERS ’n NO ElRea C. TEMP_ON ARRIVAL ENCaTe = NOTIF|ED B
INSIOE OUTSIOE Ow TTPHONE
I CAR CAR | DLETTER ZFAX
10. PHYSICAL CONDITION OF CAR OR TRUCK. IF NOT GOOD DESCRIBE FuLLY 11. WEIGHTS SECURED Oves _no
TYPE OF SCALE
CJCOUNTER [JPLATFORM [JTRUCK T PORTAE.Z
VERIFICATION OF DELIVERING CARRIER CONSIGNEE

INAME AND ADDRESS OF DELIVERING CARRIER

NAME AND ADDRESS OF CONSIGNEE

SIGNATURE OF AGENT

DATE

SIGNATURE OF AGENT

DATE

NOTE:

condition his verification of this report.

> SECTION I

O.5. and

Copy of carrier's O.5. and D. report defimitety siating lJoss, dsmage. or shoriage must accompany this report when carrier does pot verify, or
D. reporis containing "Consienee Claims™

statements are nol accepiable.

IPT_(Non-Negotiabie}

CTAR INIT. & NO. OR TRUCK LICENSE

STORAGE BEGIN DATE C.C.C

DATE RECEIVED

PACK DATE (MONTH/YEAR)

TEMP. ON ARRIVAL

CONSIGNEE OR FACILITY NAME

AUTHORIZED SIGNATURE & TITLE

F SECTION i

CISTRIBUTING AGENCY CONSIGNEE RECEIPT

DATE

"E:t',%n"‘ NO. OF UNITS [GROSS WT.# NET WT.» WHSE CODE {LOT NO. ASSIGNED RECEIVED FOR
CONDITION Osrorace
This is to certify thal we have accepted from Agricultura! Stabilizauion and Conservaiion Service the commodity showan herein which Qe
will be bandled in_accordance with terms and conditions of conwracts or wariff whichever is applicadle. Dotren

4 NOTE -Eapian aii diiterences
batween belied and recer

et

CONSIGNEE| QUANTITY RECEIVED IN GOCD CONDITION SEAL NUMSER CONSIGNEE| QUANTITY RECEIVED IN GOOD CONDITION

+ "
QUANTITY OVER QUANTITY SHORT e JQUANTITV DAMAGED QUANTITY OVER [QUAHTIW SHOATE® IQVANTIW OAMAGED#&
SIGNATURE DATE REC'D SIGNATURE OATE REC'D
CONSIGNEE NOTIFIED? [] YES O w~o CONSIGNEE NOTIFIED? [] YES O w~o
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EXHIBIT V-1

STACKING - EXAMPLE NO. 1

The arrangement of cases or bags within a stack influences the safety of handling palletized
foods with power equipment and the stability of high piled foods. When foods are to be
piled high, it is essential that the cases or bags be “tied in™ or “locked.” Exampies of correct
methods of stacking are shown in the following illustrations.

Completed Chimney-style
stacking of 50 pound bags:

Bags perload .......... 20
Weight per load..1,000 lbs.

Completed Lock-style Stacking
of 100 Ib. bags

Bags per tier.............. 3
Tiers....coocvvenieiinnnnnn.. 5
Bags per load............... 15

Weight per load....1,500 lbs.




FNS HANDBOOK 501

EXHIBIT V-2
STACKING - EXAMPLE NO. 2
Can Size.......cocoevveninnnnn. No. 300
Canspercase..........c.occveuuennns 24
Size percase......... 13" x91/4” x 9"
Weight per case............ 26.75 lbs.
Pallet Size..................... 32”7 x 407

Casespertier............ooeevvnnnne 10

8 0 o TP S
Casesperload.......ccccoceenennne, 50
Weight per load ......... 1,337.5 lbs.
Pallet Size.................. 48" x 40”
Cases pertier...................... 15
Tiers ccooooveviviiiiiiiiiiiinnn., 5
Casesperload..................... 75
Weight per load ...... 2,006.25 1bs.

ALTERNATE LOAD PATTERN

Casespertier........ccc.oeeueene. 15

13 L« O TR 5
Casesperload.................... 80
Weight per load .... 2,140 Ibs.
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IDENTIFICATION CARD FOR USDA DONATED FOODS

Side 1

EXHIBIT W

IDENTIFICATION CARD FOR
USDA DONATED FOODS

Case Number

Name
Spouse
\"\ '\"\\
Address s ‘YC\\ AN
. .D‘ '\J“ \ “;\I-‘ > !"
(’;0 \‘\\‘(\\"- \\g‘ __\ ‘:‘\‘ RN
e\ e T, s
Case Worker
Reservation o
Recertification Date:
Side 2
Signature of Applicant

Signature of Spousa ’\ T

\ R '
W
\
/,sﬂ \ )\‘ .\,‘\. ’
Signature &}p\honzédfkep?esenmnve
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EXHIBIT X

SAMPLE ISSUANCE RECEIPT CARD FOR USDA DONATED FOODS

ISSUANCE RECEIPT CARD
FOR USDA DONATED FOODS
Name Case File No. Number in Household
Recertification Recipient’s
Date Signature
[N
\é‘ & /s P
S S /& S 5/ &
&)/ &//8/S/8/SA £/ 8
AV LS S/ S/ A/ &/ &
Participation N ‘Q" <
Date = N\ \ (b=
Mo. Day Yr. CJP \Y«:)\\k ]
N =




USDA
=

The United States Department of Agriculture (USDA) prohibits discrimination in all its programs and
activities on the basis of race, color, national origin, gender, religion, age, disability, political beliefs,
sexual orientation and marital or familial status. (Not all prohibited bases apply to all programs.) Per-

sons with disabilities who require alternative means for communication of program information

(Braille, large print, audiotape, etc.) should contact USDA’s TARGET Center at (202) 720-2600 (voice
and TDD). To file a complaint, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten
Building, 14th and Independence Avenue, SW, Washington, DC, 20250-9410 or call (202) 720-5964

(voice or TDD). USDA is an equal opportunity provider and employer.
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